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WORD PRACTICE

Key one line of each of the following words. Concentrate on accuracy and
rhythmic keying.

lawyer secretary
partner
associate
articling
administrator
assistant
paralegal
clerks

law

firm

PHRASE'PRACTICEY N\ N\ >

tim\e@ntrate on accuracy. Say
. embef to key rhythmically.

legal secretaries/administrative assistants

legal support staff
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legal ethics

fees and disbursements
trust account

articling student

1-MINUTE TIMINGS N\

speed a cciacy goals, and

Read the following passages carefully. Set 0

then take a one-minute timing on each,

TIMING 1

Law firms are partnerships im\why\

eQQeee{QeoeifoeeeiD
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TIMING 2

To become a lawyer, ecessary to have a uni- 11

versity degree, go to law sghool for approximately three 22

years, and then article in aw firm for a one-year period. 33
During that one-year period, student lawyers have an oppor-— 44
tunity to see how a law firm and the law really function. 55

eeee]eeeeDecee3oeeeetfoeoseeoeceeGoooeoeToeee8ceoeseQQoesei(oeee]]oeeeq?
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If the student performs well, she or he might be hired by 66

the law firm on a permanent basis at the end of the 76
articling period. 79
e e e e ] eeeeDeeee3eeeefoeceee5HeeeeFoeeoee/ 00008 eeeeece ] (Joeee]]eeeq?

TIMING 3 (1 MIN)

Until the late 1980s, lawyers in Canadé X t allowed to 11

advertise. Nowadays, it's common t@ see 22
ments and websites. However, 33
Professional Conduct include,.adverti 44
example, using electronic 55
66
777
38
98
103
10
20
their province. are novmally classified as junior 30

lawyers or associatexar thiy stage. Inw larger law firms 41
they wsuwally work uwnder the guwidarnce of o senwior 50

lawwyer, who- may be a partner. Lawyers inv Canada are 60
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both bawrristery and solicitors, so- their work may ov may 71

not inwolve cowrt appeararces. 77

TIMING 5 (1 MIN)

Many large law firms have a ratio of two or mogxe legal sup- 11

port staff to each partner. "Legal support
law clerks/paralegals/legal assistants;
administrative assistants; librariansy
receptionists; switchboard operataofs;
central services (information
accounting personnel. The on
money is by billing cliep
therefore, that all 1&gal

service.

eeee]eeeeDecee]

cast one of the

1. Law firms are in which usually all of

the are lawyers.
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2. Sometimes a senior partner, often known as the
, takes on the responsibilities of

running the law firm.

3. A junior lawyer or usually works

under the guidance of a senior lawyer.

4. When articling/articled studenty are called to

the

do court work

6. The only wa
by bilXin

Check yaur answe

3. Law firms use computerized dockets or time

sheets to keep track of the number of hours

worked on a particular client file.
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38

12.

When a client seeks legal advice, a lawyer is
required to advise the client of the
approximate cost of the services being

offered.

A Retainer Agreement is a written agreement

between the law firm and the client that

A retainer fee is an

charges for work

One of

ensure

ax charges, courier

accounts: Oenexal/firm accounts and trust

accounts.

Trust accounts are used to hold clients'
money; therefore, a lawyer must not use this

money for her or his own use.

WORKING IN A LAW FIRM



2-MINUTE TIMINGS

Read the following passages carefully. Set your speed and accuracy goals,
and then take a two-minute timing on each.

TIMING 1

Because law firms have only one source Qf\indcome - clients - 11

they must provide fast, efficient, 22
in business. For this reason, law 33
about the personnel they hire. 39
Law firms look for candidas < - 50
polite, well groomed, pun 61
dependable, and orga 72
have a pleasant AdisposiXxIQn, X ‘ < s \ i 83
ly and accuratel d ] i W 11 94
tions pregisely. 97
All 108
assis 119
wide 129
know 140
legal documentatioh. 144
A sound knowledge o 155
general background know¥edge of law is essential in these 166
positions. 168

eeee]eeeeDeccee3oecectfoeoseeoeceeGoooeoeToeee8ceoeseQoecsei(oeee]]oeeeq?

WORKING IN A LAW FIRM 39



TIMING 2 (2 MIN)

The role of a paralegal/legal assistant/law clerk is some- 11
what difficult to define, because the job title means 21
different things in different law firms and in different 32
provinces. For example, in some law firms paralegals are 43

senior legal secretaries or administrative asgigtants. In 54

other firms, they are lawyers who qualified

legals, others g6 nv 140
job titles caf ' ' \ ' 151
functions LS ™N 1 ' j 162
ding witk i a 0 Y i LV ] i i 173
nesses, 184
with clients, One thing is 195
certain, currently\ONLY S give legal advice. 205
Since 2007, the Law SocXetyN\of Upper Canada in Ontario has 216
regulated that province's psaxalegals. In contrast, the Law 226
Society of BC does not currently certify its province's 236
paralegals; however, it is looking at expanding their roles. 248

ee e e ] oo eDeeee3eeeefoeceee5HeeeeFoeeoee/ eeee8eeeegece ] (Joeee]]eeeq?
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TIMING 3 (2 MIN)

Law firms, especially large ones, offer services in
a variety of areas, such as aviation, banking, bankruptcy,
engineering, entertainment, insurance, immigration, ship-

ping, land claims, real estate, taxation, wills and estates,

securities, personal injury, medical malpxactice, criminal
law, family matters (divorce, separatixn, whild\custody/
access/support, adoption),
ents, copyright, workers'
administrative law,
Clients who need
apply for legal aid

as Legal Aid Onta

Legal Aid Commi&ésion.

to assist unrekp S in court.

for legal aid have to pay
their own legal fees.\WhNe traditionally law firms have
billed at fixed hourly rates, many charge flat fees for

standard jobs, but offer volume discounts and other crea-

tive billing methods such as blended rates.

eeee]oeeeeDecee3oecectfoeoseeoeceeGoooeoeToeee8ceoeseQQoesei(oeee]]oeeeq?

10

21

32

43

54

65

76

87

95

105

116

127

138

149

160

171

182

193

204

212

222

233

243

254

262
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TIMING 4 (2 MIN)

Many low firms, both large and small, are hWighly auto- 10
mated. They have to- be in ovder to keep up with the 20
exceptionally high volume of paperwork. Very few legal 30

documents are keyed just once. The majority of docw- 40

In additiow to- word prmyl g

O

some form of computeriged o

ssues so- that the litigationw lawyer caw organwize 180

and, condense documenty to- present to- o judge. 189
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COMPREHENSION 2

Indicate your knowledge of the following terms by using each one in a
separate sentence. If you are uncertain of any words, use your dictionary.
docket trust accounts

Retainer Agreement
retainer fee

fees

disbursements

AN
PARAGRAPH PRACTICE.,

for suchv informationw as the name of the couwrt registry. As

yow caw imagine, these “fill-inw-the-blank” forms canw save
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yow consideralble keying time; however, whether yow prepare
youwr documents from your law firm’s precedents ov ow-line,

it iy essential that the documenty are 100% accurate. It iUy

also- essentiol that yow have copies for your client file.

p.255).

PARAGRAPH 2

The heading ment normally specifies

the nature of the do and the/parties to the document. For
example, the following i heading of an Agreement between
two women, one named Monteith and the other, Chenoweth, and a

man named Salbaing. Note the capitalization and spacing of the

recitals and copy them carefully.
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THIS AGREEMENT made the day of November, 20--,

BETWEEN :
KATHLEEN ANDREA MONTEITH, Electrician,
and MELISSA JANA CHENOWETH, Banker,
both of 309-95 Chipstone Close, in the
City of Halifax, in the Provincenof
Nova Scotia B3M 4J8
(hereinafter called "Monteitt!
"Chenoweth"),

AND :

CLAYTON EDGAR
2457 Olympig
Halifax, i
B3K 5Wl

COND PART.

When a\pa SN i ¢ ent is a/company, the recital is

Dalzell and Studio \ ' . Ltd. Note particularly that

Studio 8's address 1is registered office of the company, and

that its incorporation number and date are given. You will find
information relating to a company's registered office and

incorporation number in the company's Records Book.
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THIS AGREEMENT made the day of November, 20--,
BETWEEN :

DEREK JAMES DALZELL, Athlete, and

MARILYN PRUDENCE DALZELL, Homemaker,
both of 1186 Atlantic Avenue, 1in theg
City of Winnipeg, in the Province of
Manitoba R2X 1M1

(hereinafter called "the Dal

AND:

STUDIO 8 CLOTHING C
incorporated pu

SECOND PART.

The lawyer he Dalzells as "the

Party of the F » 1N ' s "the Party of the Second
Part."”

PARAGRAPH 4

The paragraphs (commonly called "clauses" or "provisions") in the

body of a legal instrument or court document may be keyed either

in a block style (starting at the left margin) or an indented
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style (starting ten spaces [1", 2.5 cm] from the left margin).
Sometimes a lawyer will request that the first word or words of
a clause be keyed in UPPERCASE or boldface for emphasis.
Usually, clauses are double-spaced with triple-spacing between

paragraphs. To speed the process of tripl&-spacing between

paragraph format "after" spacing gx
keystrokes) to effect the equi
following is an example of

instrument.

The clausws W 0 i awse in the body of a legal
instrument is\callg 3 N um clause. In the following
example, ginning¥with the words "IN WITNESS

WHEREOF" is the testiloniym clause. The section where the
witness places his or her name, address, and occupation is

called the attestation clause. Note: Remember to set tabs for

the parentheses and signature lines/names.
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IN WITNESS WHEREOF the parties hereto have hereunto

set their hands and seals the day and date first above written.

SIGNED, SEALED, AND DELIVERED
IN THE PRESENCE OF:

Name

Address

N
N

Occupation

SIGNED, SEALED, AND DE
IN THE PRESENCE OF:
Name

STCANIVY WoNG

)
)
)
)
)
)
)
)
)
)
)

~

)
Address )
)
)
%\ :
Occupation
PARAGRAPH 6

Couwrt documents have vartouws endings; however, an
Affidawvit (which iy av sworw statement filed ivw counrt) hay o
special ending called o "jurat.” The following is anw example

of v jurat.
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SWORN BEFORE ME at the City
of Tdmonton, in the Province
of Alberta, thisy  day of
September, 20--

__________________________________ JASWINDER PARMJIT
A Commissioner for Oathy
i and for the Province of

Alberta

NI I VI I I I U )

Notice that the first thwee wovdy XL v

-

3-MINUTE TIMINGS._

11

21

31

42

52

63

tains errors, the clien¥ may wonder how competent the law 74
firm will be in representing him or her. If documentation 85
is prepared incorrectly it may be rejected by a court 95

registry (court documents) or land title office (convey- 106

e e oo ] oo eDeeee3eeeefoeceee5HeeeeFoeeee/ eeee8eeeeQece ] (Joeee]]eeeq?
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ancing documents). This could result in significant finan- 117

cial losses to the law firm, as well as the loss of a 127
client. 128
Legal correspondence does not vary much from any other 138
office correspondence, except that the wording may be in 149

legalese. You may discover outdated forms of Qddgess on some 160
older correspondence in your law firm.
ago, some lawyers addressed letters
(law firms, accounting firms, etc.)
"Messrs." (plural of "Mr.").
example, Messrs. Patterson,

of this inside address wo

"Mesdames" was used inTh

TIMING 2 (3 MIN)

Another traditio n in inside addresses is 10

the use of "Esg." and "Q. he term "Esqg." means "Esquire" 21
and i1s a term of respect that is placed after a man's last 32

name instead of placing "Mr." before the name. You may see 43

eeee]eeeeDecee3eceeetfoeoseeoeceeGoooeoeToeee8ceoese0Qoesei(oeee]]oeeeq?
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the use of "Esg." in many old legal journals and law reports. 55

"Q.C." (Queen's Counsel) is an honorary title. Many 65
jurisdictions have stopped conferring, or have modified, 76
this title; for example, Manitoba lawyers with exemplary 87

service now receive the designation "S.C."A(Senior Counsel). 98

When writing - in the traditional mannex_-\to\a male lawyer 109

who is an S.C., the inside address 119
Lovejoy, Esg., S.C. Using the mog 130

Mr. P. S. Lovejoy, S.C. 134

Four other wvariancesg 144

format, special notations, 155

closings. 156

Letter Formats: ' ; ) ) } 167
elements bggi ¢ Y N 3 178
to prepare RN ' Rowevér, prefer 189
xgraph indenta-— 200
tions\may ' . [2.5 cm, 1"]. 211

Ten spaces 1 X 1t , . 219

Special Notat : the” confidential nature of 230

legal work, many 3 < “nvelopes will be marked 240
PRIVATE AND CONFIDENNALNor CONFIDENTIAL. Another special 251
notation is WITHOUT PREJUDICE. This notation appears only 262
on the letter, not on the envelope. The WITHOUT PREJUDICE 273
notation means that the contents of the letter cannot be 284

eeeefeeeeDecee3oeceetfoeoseeoeceeGoooeoeToeeee8ceoeseQoesei(oeee]]oeeeq?
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used as evidence in court. Opinion letters (a lawyer's 294

opinion regarding, for example, a court case), offers of 305
settlement, etc., are examples of correspondence that may 316
have the WITHOUT PREJUDICE notation on them. 324
Subject Lines: Law firms make extensive use ofasubject 334

lines. It is qguite usual to have a three- ¢ ine 344
subject line containing client names,

etc.

Complimentary Closings: The comp
law firm correspondence are
offices. The name of the
capital letters,

followed by "Per:"

e e oo ] o0 e 0D e

ney, Statutory Declowratiows, Notarial Certificates, and 65

Agreements. Cowrt documenty, as the name implies, 75
are wsed for court purposey and are registered in o 85
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cowrt registry. Examples of court documents are Wriks, 95

Petitions, Affidavity, and Orders. Whenever yow refer 105
to- o specific legal docuwment, whether it is a legal 115
instrument or o cowrt document, most loow firms will 125
ask yow to- use anw initial capital lettes 133

142

152

163

172

182

192

202

212

221

230

240

249

258

numbery at the top g second and succeeding pages; 268
however, Willsy are generally numbered at the bottom 278

of the page. A special feature of legal docuwmenty 287
vy that the last page iy not numbered. In additiow, 297
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some legal docwments have backing sheety to- identify 307
who- (the lawyer and law firm,) prepared the docwment. 317

COMPREHENSION 3

Read the following sentences carefully. Key each senatspce once, correcting

spacing with double-spacing between

paragraphs.

7. Large blank spaces mustbe filled with an X-

ruling using a red ballpoint pen and a ruler
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or the line-drawing feature of your word

processing software.

8. When a witness placexs his or her name,
address, and occupation is called the

"attestion clause."

9. The legal instrument was gi seeled, and

refylly. Set your speed and accuracy goals,

TIMING 1

In all legal work, you must be very careful in keying 10
names. The spelling must be correct and you must never 20
change the name in any way. Many people new to the legal 31

eeeefeeeeDecee3oeceetfoeoseeoeceeGoooeoeToeeee8ceoeseQoesei(oeee]]oeeeq?
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field fall into the trap of changing the names of compan- 42

ies. For example, if a company is registered (with a 52
provincial corporate registry) as "Parnell Enterprises Co. 63
Ltd.," that is the way you must key the name. If you were 74
to key the name as "Parnell Enterprises Company Limited," 85

e alert and 96

>

this would be incorrect. You must, therefore,

varies. When keying the name of an
in a legal letter, it is usual
letters; for example, Sulamitk
this name in a legal docydme
entire name in capitg

WEYGANG.

Architect. 247

Names of legal docwyments are often capitalized; for 257
example, Will, Statutory Decléaration, Power of Attorney, 268
Representation Agreement, Notice of Civil Claim, Promissory 279
Note, Affidavit, and Order. 284

eeee]eeeeDecee3oeeeetfoeoseefoeceeGoooeoeToeee8ceoeseQQesei(oeee]]oeeeq?
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Another area in which capitalization differs is in the
expression of sums of money. When keying legal correspond-
ence i1t i1s usual to specify sums of money in figures alone;
for example, $10,999.00. The exception is in settlement

letters where sums of money are often expressed in words

and figures. Note that, in legal document d correspond-
ence, sums of money are specified wit
hundreds and thousands. You must
sums of money are keyed in legg
out in full in capital lette
for example, ...TEN THOUS

($10,999.00) DOLLARS.

of money. In ledg
keyed in figuz
tation,

lette

interest at 15 > legal documentation, you
would key: "SULA gromises to pay TEN THOUSAND,
NINE HUNDRED AND NINE INE ($10,999.00) DOLLARS with

interest at FIFTEEN (15%) PERCENT per annum."

eceee]eeeeDecee3ecectfoeoseeoeceeGoooeoeToeee8ceoeseQQoesei(oeee]]oeeeq?

294

305

316

326

337

348

359

370

381

393

404

408

418

429

440

450

461

463

473

484

494

505

515

523
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TIMING 2 (5 OR 10 MIN)

Legal documenty fall into- two- mainw categories: 10
(0) legal instruments; and (i) court docwments. 19
Legal instrumenty are generally not wsed for court 29

97

107
113
123
133
143
144
e docuwments that 153

Agreements , or~\Congracty,

set out the terms of anw greement betweew two- o more 163
parties. The partiesy may be either individuwals, com- 173
pawies, financial institutions, etc. The names, add - 183

resses, and occupations of the parties are set out v the 194
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heading of the Agreement. If the party is o corporation, 205
the address of the registered office of the covporation, 216
together with the incorporationw number and date of 226
incorporation, are specified. Yow will find thiy informa- 237
tiow iw the corporation's Records Book 244
254
263
272
282
284
293
304
314
325
335
345
355

ployer and aw employee); 365

Marriage Pre-Nuptisql Agreementy (that establish the 375
ownership of proberty prior to- and duwring o marriage,); 385
and Separation Agreementy (that outline the terms and 395

conditions of a separationw betweernw a husband and av 405
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wife or partners). 408

While these Agreements are generally not filed inw 418
a cowrt registry, a Pre-Nuptial Agreement iy normally 428
filed ivv v land title office if the Agreement containy 438

provisions relating to- real proberty (land/real estate).

tiow iy called o'

A Notario

Certificate attached )\ The Notarial Certificate would 581

state that the attached cspy of the Birtihv Certificate was 592
a true copy of the orviginal Birth Certificate presented 603

to- the lawyer. 613
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A Power of Attorney (whether Now-Enduwring ovr 622
Enduwring) iy v docuwment inv which someone gives 631
another person (called the "Attorney” - not to- be con- 641
fused with the term "lawyer") authority to act ow his 651
661
671
681
691
700
710
720
731
735
744
754
764
774

ask yow to- signw a Releases 785

so- that yow could gt nt a later date come back and 795

sy that yow never received the gift. 802
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TIMING 3 (5 OR 10 MIN)

Examples of court documents are Notices of Civil 9
Claims, Counterclaims, Petitions, Notices of Application, 20
Affidavits, Orders, Statements of Claim, Subpoenas, etc. 31
The documents required for any given court case will vary 42
with the proceedings initiated. One thing is ¢gOwmon to all 53

court documents: they must be filed in a cg (stry 63
either in person or electronically

format) .

number (court file number),

in which the documen i i I : ‘ 138
in which the dgdcument R S S S 149
the parties_and\ th it es. ' ' 159
usually 169
"Responderx;. 9 ' 180
appeal court, 190
"Appellant" 195

The name of the\docdx 205
ceeding. It is usually in full capital letters at 215
the centre of the page. It WAy also be bolded and/or 225
underlined. The body of the document is then keyed double 236
spaced, with triple-spacing between paragraphs. 245

eeee]eeeeDecee3oeeeetfoeoseefoeceeGoooeoeToeee8ceoeseQQesei(oeee]]oeeeq?
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The ending of a court document depends on the type 255

of document being prepared; however, most court documents 266
are signed by the Solicitor for the Plaintiff, Defendant, 277
Petitioner, or Respondent. Court Orders, the documents 287
that outline what a judge has ordered, are signed by the 298

court. The legal term for signing is executing. 307

As with legal instruments, some 317
quire backing sheets in some jurisdictions. Wh 328
of a backing sheet varies, 339
number; court registry name; 350
titles (shown in the stylé 361
name, address, teleph 372
of the lawyer/law 384

394
405
416
427
437
447
458
469
480
information was keyed in\the second quarter from the left 491
and the document folded to display the backing sheet infor- 502
mation on one quarter. Now that the majority of court docu- 513
ments and legal instruments are prepared on computers, it 524
is often quicker and easier to produce backing sheets with 535

e e e e ] eeeeDeeee3eeeefoeceee5HeeeeFoeeee/ 0eeee8eeeegece ] (Joeee]]|eeeq?

WORKING IN A LAW FIRM 63



the information keyed down the page in portrait mode 545

(rather than in landscape mode); however, this means that 556
the backing sheet cannot be folded in an attractive manner. 567
It may be only a matter of time before backing sheets 577
become obsolete across Canada. 583

When a court document is filed in a courtaregistry,

applicable court filing fees paid.

nts as well as in legal

ms and their English

e limit and then key the Latin terms
ether with their meanings, as quickly

ad valorem according to wvalue
ipso facto by the fact itself
bona fide in good faith

aliunde from another source
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actus reus the guilty act (the criminal act)

ab initio from the beginning
compos mentis of sound mind

a posteriori from the latter

de Jjure by right

causa cause

de facto in fact
mens rea

caveat emptor

corpus juris

de bene esse

damnum absque injuria
et seq.
Regina

ex parte

actio non

ex Post factg
ergo
ad hoc
factum
infra

ibid. in the same place

ignorantia legis no ignorance of the law is no excuse

et al. and others

a priori from the first

in hoc in reference to this
supra above

inter vivos between the living

WORKING IN A LAW FIRM 65



aliquot some

in toto in total

per se through itself

lis pendens litigation pending

nemo est supra legis no-one is above the law
per stirpes by family stock

nunc pro tunc now for then

obiter dictum
per diem

per annum

vel non

non sequitur
id est (i.e.)
pactum

pro bono
prima facie
quo warranto
absque hoc
quid pro quo
viz.
res
status quo
in loco parent
tempore

Rex

subpoena under penalty

sine qua non without which not/no

ultra vires beyond the power (authorized
by law)

ex officio by virtue of his or her office

contra against
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EXERCISE 2

Read the following Promissory Note carefully. Check the document for
accuracy, bearing in mind the formatting and style required for a legal
instrument. Format the backing sheet in landscape mode. Set yourself a
production time limit and then key the material quickly and accurately.

$19,000.00 OTTAWA, ONTARIO

gbuary 6, 20--

VALUE RECIEVED

BLAKE ROSENTZVEIG
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Backing Sheet

DATED: February 6, 20-—-
BLAKE ROSENTZVEUG
TO
ROSE-MARIE FRYETT
PROMISSARY NOT
AN
J :

OTTAWA,
K1Z 8P9

Tel: (613)
Fax: (613)
E-mail:

LSUC#: 12345M

JC/ (Your initials) File No. 34,789/5
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EXERCISE 3

Read the following letter carefully, watching for errors. Set yourself a
production time limit and then key the letter quickly and accurately. Make all
necessary copies and prepare envelopes or envelope labels.

To the attentiow of My. D. M. Aylen, Stux Bolivar &

Goodmawnw LLP, 1903 rue Commeroige ston, New
Brunswick E7A 1B1

WITHOUT PREJUDICE

Directory of thexpwrchaser approving the Transaction;
4.  the Vendor's Mortgages;

5. the Assignment of Permity and Licences;

WORKING IN A LAW FIRM 69



6.

7.

the Assignment of Guaranties, Warranties, and
Contractual Obligations; and

the Assignment of Approved Service Contracts.

We have also- examined sucihv other documenty and have

conducted such inwestigationy and enquirigs as we have

1.

orgawniged, and walsdly existing under the laows of the
Province of New Brundvick and iy inv good standing

with respect to- the filing of Annual Reports in the
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Office of the New Bruwswick Director of Corporate
Affairs.

2. The Purchaser hos the corporate capacity and power to-
enter into, execute, and deliver each of the following

docuwmenty:

() the Purchase Agreement;
(b)
(c)

() enforcealility be limited by bankrupcy,

insolvency, or other laws generally affecting the
enforcement righty of creditors; and
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(b) specific performance iy avw equitable remedy which may
not be available inw any poarticulor instance.

4. No consent authorization, licence, francice, permit,

approval, ov Order of any cowrt or governwment agency or

body s required for the acquisition by the Rurchaser ov the

puwrchased property.

Youwrs very truly

HEENAN & HAMATAKE LPL
Per:

J. B. Hamatake
JIBH/(Yowr initials)
Copy to: Mrs. P.

1119
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