NALS Online Study Group

Office Procedures and Legal Knowledge
(Part 2)

January 5, 2010

Moderators:  Phyllis Sullivan

                              Vernelle Collins, PP, PLS

References:  


Advanced Manual for the Lawyer’s Assistant (9th Ed.) (AMLA)


Basic Manual for the Lawyer’s Assistant (10th Ed.) (BMLA)


The Gregg’s Reference Manual (10th Ed.) (GRM)


The Bluebook:  A Uniform System of Citation, 18th Ed.

[image: image1.png]



1.
A readings file is:

a.
Copies of outgoing correspondence in chronological or reverse chrono order

b.
Copies of pleadings and correspondence in chronological order

c.
Attorney case lists

d.
Copies to be sent to central file room for centralized storage

2.
The two primary types of numeric filings systems are 


a.
Alpha-numeric and client numbers-subject


b.
Subject and geographic


c.
Unique matter numbers

d.
Consecutive filing and terminal digit filing

3.
Ex parte  communications is:

a.
a record of discovery or evidence

b.
 Communication to the court that does not include all parties to the matter and in most cases considered an ethical violation

c.
statements made before the lawyer and client which are protected from forced disclosure to other parties

d.
information the lawyer’s assistant receives from a client in the course of work

4.
The exception to ex parte communication:

a.
Prevention of injury or harm

b.
A corporate CEO consultation with bankruptcy lawyer

c.
A lawyer’s assistant overhearing a lawyer’s conversation with a client

5.
 It is appropriate for a lawyer to come to the notary public with a document already signed by a client and ask that the document be notarized.  


a.
 True


b.
False

6.
Indicate the correct alphabetical order of each series of names:

a.
 Peter St. Clair Insurance Agency

b.
 Peter Saint Clair Boatels

7.
 Indicate the correct alphabetical order of each series of names:

a.
In touch with Life

b.
In-Plant Catering

8.
 Indicate the correct alphabetical order of each series of names:


a.
 John Hancock Mutual Life Ins. Company


b.
John Hancock Hotel

9.
 Indicate the correct alphabetical order of each series of names:


a.
A. de la Cruz Securities Company


b.
A. D’Elia Boat Sales


c.
R. San Marco Environmental Controls


d.
San Marco Auto Repair

10.
Which of the following is the correct formula for calculating interest?

a.
Principal X Rate X Time

b.
Interest X Rate X Time

c.
Time X Amount X percent


11.
Which would not normally be covered in personnel policies?

a.
holidays.

b.
vacations.

c.
office hours.

d.
what books you should be reading.

12.
  The part of an email address that precedes the @ is called:

a.
the domain

b.
the address

c.
the filter

d.
the mailbox.

13.
 The type of mailing in which you MUST take it to the post office is:

a.
 Parcel post.

b.
certified mail

c.
registered mail.

d.
express mail

14.
  When joining citations in a sentence, you should separate individual citations with a: 

a.
 Semicolon

b.
Capital letter

c.
Period

d.
Comma

15.
 The four major primary authorities that are cited are:

a.
 U.S. Court of appeals, U.S. Supreme Court, U.S. District courts, U.S. claims courts

b.
Administrative, federal, constitutional, and international

c.
Constitutional provisions, statutes, administrative regulations, and municipal/county codes

d.
Supreme court rules, legislative sessions, restatements, and uniform laws

16.
 Three types of secondary authorities that are cited are:

a.
Unofficial reports, case law, statutes

b.
Legal encyclopedias, treatises, annotated statutes  

c.
Session laws, statutes, ordinances, 

d.
 Bills and resolutions, committee hearings, reports

17.
 The correct citation abbreviation for Federal Rules of Procedure is:

a.
 Fed. R. Civ. P.

b.
FRCP

c.
Fed.R.Civ.Proc.

18.
The three kinds of tort are:

a.
battery, assault, trespass,

b.
intentional, negligence, strict liability

c.
products liability, defamation, malpractice

19.
The supremacy clause refers to the:  

a.
Statutes at Large

b.
Judicial authority of the Supreme Court of the United states 

c.
Laws of Washington

d.
Constitution as the supreme law of the land.

20.
The jurisdiction granted to different courts at the same time over the same matters within the same territorial limit:

a.
 Subject matter

b.
In rem

c.
Concurrent

d.
Venue

21.
The type of book that contains a master index to all reported cases is called a:

a.
 A.L.R.

b.
C.F.R

c.
Martindale-Hubble Law Director

d.
U.S. Reports

e.
American Digest System

22.
 The four general sources of law are:

a.
 Constitutional, statutory, case law, substantive & procedural

b.
 common law, civil law, criminal and international

c.
Subject matter, venue, original, and concurrent

d.
Federal, state, local and judicial

23.
 Common law is based on:

a.
Original jurisdiction

b.
 Stare decisis

c.
Limited jurisdiction

d.
civil action

24.
 The six parts of a complaint are:

a.
Caption, opening paragraph, allegations, counts, prayer, verification

b.
Caption, names of parties, number of case, counts, verification

c.
Summons, caption, counts, prayer, verification

25.
The Statute of Frauds is:

a.
A mutual assent (offer and acceptance)

b.
A statute that requires certain contracts to be in writing

c.
A statute that requires contract be fully performed by both parties

d.
A statute that states a contract cannot be based upon anything that is illegal or against public policy

26.
 During a trial, the  ____ decides questions of law.

a.
 Judge

b.
Jury

c.
Lawyer

d.
Plaintiff

27.
A plaintiff must prove ___ to recover for an intentional tort.

a.
legal process

b.
 Intent

c.
 Self-defense

d.
Defendant’s act or failure to act

28.
All federal courts of original jurisdiction now require electronic filing.

a.
 True

b.
False

29.
Where concurrent jurisdiction exists, an action may be transferred from the federal district court to the state court.  

a.
 True

b.
False

30.
Which ledger shows the amounts owed to the firm by clients for fees as well as costs advanced by the firm?

a.
Accounts receivable ledger

b.
Balance ledger

c.
General ledger

d.
Journal ledger

31.
In firms with many partners or owners, it is helpful to keep a subsidiary ledger.

a.
 True

b.
False

32.
 A computer’s RAM refers to 

a.
 random access memory

b.
risk assessment and management

c.
remote area memory

d.
random access management

33.
 The part of a computer system where all computations, sorting, selecting, and data manipulation take place is:

a.
 Central processing unit

b.
Database

c.
docking station

d.
BIOS

34.
The lawyer’s assistant to a new lawyer, Mr. Jennings, who frequently makes grammatical errors while dictating,  You should:

a.
ask him if it is all right for you to make the corrections.

b.
Change anything you think is wrong.

c.
transcribe material as dictated until you know him better.

35.
Ms. Conners handed you a client check and asked you to deposit it in the firm’s operating account.  You should

a.
 Do as she instructs because she is your employer.

b.
 Put the check in the client trust account even though Ms. Conners instructed you differently.

c.
Ask Ms. Conners if she meant the client trust account instead of the firm account because you know Ms. Conners makes mistakes some times.

36.
The first formal record of a transaction is recorded on a 


a.
Ledger


b.
Journal


c.
Bank statement


d.
Expense account

37.
Itemized information needed to support the general ledger accounts is kept in 


a.
 Date column


b.
 Description column


c.
 Subsidiary ledger


d.
End of period worksheet

38.
Two principal subsidiary ledgers in a law office -- accounts payable, accounts receivable

a.
True

b.
False

39.
The two systems  of bookkeeping used in the law offices are known as the ____ and the ____.

a.
 Double entry bookkeeping -- accounting cycle 

b.
Assets and liabilities

c.
Debits and credits

d.
Accrual basis and cash basis 

40.
The system of accounting in which no record is made until revenue is actually received is the:

a.
Accrual basis

b.
Cash basis 

c.
Ledger basis

d.
Receivables basis

41.
The main purpose of the journal is to provide a 

a.
to show a period-by-period matching of revenue and expenses

b.
to prepare the income statement

c.
to provide a chronological record of all transactions and to which accounts debits and credits are made

d.
to prepare a post-closing trial balance

42.
The notary public cannot act in an official capacity when personally involved or interested.

A.  True

B.  False

43.
If an original document contains a significant mistake, in responding to that document, that mistake should be:


a.
changed and/or corrected.

b.
left as it appears in the original.

c.
corrected and followed by “sic” in brackets

d.
followed by “sic” in brackets and otherwise left as the mistake appears in the original

44.
The losing party of a trial may petition the _______ for a writ of certiorari

a.
 United States District court

b.
United State Supreme Court

c.
State Supreme Court

45.
The  ____ should not be used to move the cursor to a new line to continue typing.

a.
 Autocorrect

b.
Macro

c.
Spacebar or Enter key

46.
 Three types of printers are:  dot-matrix, laser and copier-based.

a.
 True

b.
False

47.
 The definition of GUI is:

a.
 Graphical user interface

b.
A security application

c.
A backup drive

48.
 PIM stands for:

a.
 A type of presentation software

b.
Time and billing software

c.
Personal Information Management

49.
 Italicize the lowercase letter “l” when used as a subdivision, as in a statute or rule, to distinguish it from the numeral “1.”


a.
True


b.
False

50.
 Supra refers:


a.
to material that appears later in the piece


b.
back to material that has already appeared within the piece

51.
 If you are underlining the word “Id.” you would underline the period.


a.
True


b.
False

52.
The citation to Section 391.76 of Title 7 found in the Code of Federal Regulations, which was published in 1999.


a.
7 C.F.R. § 319.76 (1999)


b.
7 C.Fed. Reg. § 319.76 (1999)


c.
7 CFR § 319.76 (1999)


d.
VIII CFR § 319.76 (1999)

53.
The cite to clause 2, article I, section 9 of the United States Constitution would be:

a.
U.S. Const. art. I, § 9, cl. 2


b.
U.S. Const. Art. I, § 9, cl. 2


c.
U. S. Constitution, art. I, §9, cl. 2


d.
U. S. Constitution, art I, §IX, cl. II

54.
Which would not be one of the major primary authorities that are cited? 


a.
Constitutions

b.
Treatise


c.
Case law

55.
Which is not one type of secondary authorities that are cited?  

a.
Legal encyclopedias


b.
Restatements 


c.
Federal court cases
56.
What is the correct citation abbreviation for United States District Court Cases?  


a.
F.Supp.


b.
F.2d


c.
F. Supp.
57.
American Jurisprudence 2d, Title 17 under the heading Contracts, Section 74, in 1964 would be cited as:

a.
17 Am. Jur. 2d Contracts § 48 (1964)


b.
17 Am. Jur. 2d Contracts §48 (1964)


c.
17 Am. Jur. Contracts 2d § 48 (1964)


d.
Contracts, 17 Am. Jur. 2d § 48 (1964)

58
A case listed in the North Western Report, 2nd Edition would be cited as:


a.
NW 2nd


b.
N.W. 2d


c.
N.W.2d


d.
NW 2d

