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1.
The lawyer’s assistant should allow ___ to prepare a document for a calendar event, such as a brief or answer.

a.
 10 days

b.
two weeks

c.
one to two full working days

d.
one week

2. 
The requirements for the position of a notary public vary from state to state but usually require ____________


a.
an AA degree


b.
good moral character


c.
employment in a bank or law office


d.
maintenance of a separate bank account for income earned for notarizations

3.
Two primary types of numeric filing are ________________.

a.
subject-geographic


b.
consecutive filing and terminal digit filing


c.
alpha-numeric


d.
None of the above

4.
Standard Mail (Bulk Mail) is used primarily by catalogers, retailers and _____________.


a.
churches


b.
non-profit organizations


c.
other advertisers

d.
publishers


5.  If the firm is handling a conflicts check, the ______ should also be indexed.


a.
names of the principals of the company.


b.
client’s legal assistants.


c.
client’s past attorneys.


d.
None of the above.

6.  File management is the control of each file in your office from the time it is opened to the time that it is ______________________.


a.
sent off-site


b.
closed and sent off-site


c.
closed or destroyed


d.
none of the above

7.
Which of the following types of passwords should be avoided:

a.
As many digits as possible

b.
Ascending digits or same digits

c.
Names of friends

d.
None of the above.

8.
The least space-efficient filing cabinet is _________.


a.
open-shelf filing


b.
retractable shelves


c.
vertical file drawers


d.
lateral file drawers

9.
A zip drive holds ____ megabytes of data.


a.
500


b.
1,000


c.
1 million


d.
100 

10.
“Pay to the Order of” is a(n) __________________.


a.
restrictive endorsement


b.
endorsement in blank


c.
special or full endorsement


d.
qualified endorsement

11.
A check drawn by a bank on its own funds in another bank is called a ______________.


a.
bank draft


b.
cashier's check


c.
money order


d.
certified check

12.
The three facts that must be considered when computing interest are __________.


a.
principal, taxes assessed, and time period


b.
taxes assessed, deductions, and interest rate


c.
principal, deductions, and time period


d.
principal, interest rate, and time period

13.
Five basic accounting elements are ____________.


a.
general journal, folios, revenues, original entry and owner’s equity


b.
assets,  liabilities, source documents, original entry and owner’s equity


c.
assets, liabilities, owner’s equity, revenues and expenses 


d.
None of the above. 

14.
The first double-entry record of a transaction is usually made in a ____________.


a.
ledger


b.
balance sheet


c.
journal


d.
chart of accounts

15.
In a double entry, to credit an account means to record an amount ____________.


a.
on the left or credit side of the account


b.
on the left or debit side of the account


c.
on the right or credit side of the account


d.
on the right or debit side of the account

16.
The balance sheet is an itemized statement of 

a.
Assets, liabilities and owner’s equity 

b.
Profit and loss of the operation

c.
changes in owner’s equity 

17.
The following is necessary in order to judge whether a letter is in mailability form:


a.
correct name, title and address of the addressee


b.
divided words on the page


c.
whether the letter is block style

d.
none of the above

18.
In a block or modified block letter, the subject line is placed _______.


a.
at the left margin on the second line above or below the salutation


b.
on the second line below the inside address


c.
on the second line below the date


d.
none of the above

19.
In open punctuation, no punctuation is used following the salutation or the complimentary closing.

a.  true


b.  false

20.
Quotations of forty-nine or fewer words ______________.


a.
are always placed inside quotation marks


b.
should be enclosed is quotation marks but not set off from the rest of the text


c.
should be set off from the rest of the text


d.
are usually indented without quotation marks

21.
Most documents are now created on computers which have default settings of __________.

a.
one-inch top margin, half-inch bottom margin and one and a quarter inch left and right side margins

b.
half-inch top, bottom, left and right side margins

c.
one-inch top and bottom margins and one-inch or one and a quarter inch left and right side margins

d.
half-inch top and bottom margins and one-inch left and right side margins

22.
A _____ space paragraph indentation is usually used on legal documents.

a.
seven

b.
ten 

c.
five

d.
none of the above

23.
To adjust the page or pages preceding signatures either to get the signatures on the page or some of the body of the document onto the page with the signatures, _______

a.
use wider top and bottom margins

b.
shorten the lines slightly, thereby creating an additional line

c.
leave less space between the signatures or between the testimonium clause and the signatures

d.
all of the above

24.
The process of placing the pages of a document in proper sequence is called __________.

a.
word processing

b.
collating

c.
execution

d.
none of the above

25.
The Bluebook suggests the following order for citations:

a.
separate individual citations by means of a semicolon

b.
be grouped by signal, and within each signal, the most persuasive or authoritative authority should be listed first 

c.
Constitutions, statutes, treaties, cases, legislative materials, administrative materials, resolutions, records, secondary materials, and cross reference

d.
None of the above.

26.  American Law Reports (cited as A.L.R.) are detailed subject indexes on points of law.

a.
True

b.
False

27.  The remedies sought through civil actions are:

a.
 damages, specific performance of conduct, and restrictions on some conduct

b.
intentional, nonintentional and specific performance

c.
none of the above

28.
Statutory law is __________________.

       a.  body of law passed by the U.S. Congress, the state legislatures and local governments. 

b.     body of court decisions resulting from legal controversies over interpretations of substantive and procedure law.


c.
enacted by the legislature at the federal level


d.
codification of indexes and relevant laws

29.
Law can be defined as a ______________.


a.
rules governing relationships among individuals and their co-workers


b.
rules of human behavior enforced by the state or federal government.


c.
rules regarding individuals and their society


d.
rules regarding societal relationships

30.
The primary distinction between common law and civil law is  __________.


a.
civil law is based on judicial precedent


b.
common law is based on legislative codes


c.
common law is based on a series of written codes


d. 
common law is based on the doctrine of stare decisis
31.
Jurisdiction is the authority given a court to __________.

a.
hear and decide certain cases

b.
determine controversy limitations

c.
impose limitations

d.
damages limits

32.
Although there are variations and differences among the state court systems, generally, each state has __________.

a.
court of original jurisdiction

b.
intermediate appellate court

c.
court of last resort

d.
all of the above

33.  
The matters over which federal courts have exclusive jurisdiction is:

a.
admiralty and maritime matters

b.
criminal matters that are a violation of federal laws
c.
bankruptcy proceedings

d.
all of the above
34.
 The six parts of a complaint are:
a.
Caption, opening paragraph, allegations, counts, prayer, verification

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

c.
Summons, caption, counts, prayer, verification, certificate of service

35.
 A person who has been injured or threatened with injury and has the right to have these claims adjudicated has 

.


a.
a criminal case as well as a civil one


b.
standing to sue 


c.
a contract claim


d.
two years in which to file suit

36.  Affirmative defenses available by law are:

a.  contributory negligence


b. comparative negligence


c.  assumption of risk


d.  all of the above


e.  none of the above

37.
An enforceable agreement or bargain struck between two parties, which creates an obligation to do or not do a particular thing is called a(n) __________.


a.
Rescission


b.
Contract


c.
Element


d.
Statement

38.
What type of contract would be made when a person buys utilities from an electric company?


a.
expressed


b.
Implied



c.
Warranty


d.
Formal

39.
A bilateral contract is one in which a person makes a promised conditioned upon the performance of another.

a.
True

b.
False.

40.  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
41.   Which is not one of the three categories of torts:

a.
intentional


b.
negligence


c.
strict liability


d.
contracts

42.
Of the following, which is NOT true regarding strict liability?


a.
neither negligence nor intent is a consideration


b.
injuries are received as a result of certain kinds of accident or situation



regardless of the degree of care exercised by the defendant


c.
most commonly used in real estate or products liability cases


d.
the activity does not involve potential harm to persons or property

43.
Who is the plaintiff in a criminal action?


a.
citizens


b.
person harmed


c.
government

44.
Criminal proceedings are initiated by filling:


a.
Complaint


b.
information


c.
indictment


d.
any of the above.

45.
A change in the location of a trial is known as____________


a.
change of venue


b.
change of jurisdiction


c.
change of standing

46.
Two types of marriage are:


a.
ceremonial and common law


b.
formal and informal


c.
custodial and invalid

47.  The UIFSA action is ____________:


a.  usually filed by the Attorney General’s office


b.  usually against the non-custodial parent


c.  a request to transfer the action to the appropriate jurisdiction


d.  all of the above.

48.  The _______ gives the shareholders the right to maintain their original, proportionate share of the corporation in the event the corporation should issue additional shares of stock.

a.
Close corporation provision

b.
Preemptive right provision

c.
Articles of incorporation.

d.
None of the above.

49. 
The legal document required to form a corporation is the ____________.


a.  articles of incorporation


b.  stock shares


c.  bylaws

50.
A limited partner 

.


a.
invests in a limited partnership without playing an active role in managing the operations of the business


b.
is the managing officer of a limited partnership


c.
has the same liability as a general partner


d.
invests substantially in a limited partnership, but is not revealed to the public

51.
Ownership of real estate in ______ is that which gives the owner the absolute legal possession of the property.


a.
joint tenancy


b.
fee simple 


c.
tenancy in common


d.
none of the above.

52.
Which would not be an example of real property?


a.
land


b. 
fixtures


c.
portable dishwasher

53.
A deed what conveys any right that a seller may have to the subject property is known as a  _________.


a.
quit claim


b.
limited


c.
warranty

54.  A ___ is a granted to someone by a property owner to come upon or use their land for a specified purpose.

a.
 Judgment 

b.
Restrictive covenant

c.
Easement

d.
None of the above

55.  The disposition of  property is divided into:

a.
 Specific bequest (or devise) and residue of an estate

b.
Debts, expenses and taxes

c.
Specific bequest (or devise) and residuary bequest

d.
None of the above.

56.
T/F – Distribution to heirs may be made before paying debts of the decedent.

57.
A debtor-in-possession is

a.  the person or entity seeking relief under the bankruptcy code.


b.  a person or entity that claims it is owed money by the debtor 


c.  the entity or individual retaining possession of the assets of the bankruptcy estate in a Chapter 11 bankruptcy 


d.  consumer debtor with nonexempt property below $150,000.00 in value.

1. 
Nearly __________ of those surveyed preferred the package done in orange.


a.
2/3


b
two-thirds


c.
two thirds

2.
How many times have I told you to mind your __________?


a.
ps and qs


b.
p’s and q’s


3.
Which is abbreviated correctly?


a.
senior
-- Sr

b.
and other people – et. al




c.
Washington, D.C.




d.
14th. of May




4.
Which phrase or word is hyphenated correctly?


a.
a tax exempt purchase




b.
becomes habit-forming



c.
is this up-to-date



5.
Which of the following are correctly punctuated?


a. 
Mr. Burgess’ account


b. 
the Crosby’s children


c.  
The Gerald Curry Jrs.’ yacht

6.
If an apartment, suite, or room number appears in an inside address, it should be typed:


a.
after the street address or on the line above


b. 
after the street address or on the line below


c.
in the lower left corner of the envelope

7.
Which of the following date line styles is NOT acceptable?


a.
March 23, 2008


b.
03/23/08


c.
23 March 2008

8.
In the _________ style letter, a subject line replaces the salutation.


a.
block


b.
simplified


c.
modified block

9.
Which of the following situations is an appropriate time to divide words?


a.
at the end of more than two consecutive lines


b.
the last word of a page


c.
for a word ending in “able” between the stem of the word and the suffix.

10.
Which of the following times is expressed correctly?


a.
10:00 a.m.


b.
10 am


c.
10 o’clock a.m.


d.
10 a.m.

11.
Which of the following sentences uses numbers correctly?


a.
Our terms are two percent ten days, net 30 days.


b.
Yogi Berra once said, “Baseball is 90 percent mental.  The other half is physical.”


c.
He didn’t go to bed until half past 4 o’clock.

12.
One of the things we must track ________ office expenses.


a.
is


b.
are

13.
________ accidents were reported when people used seatbelts.


a.
Less


b.
Fewer

14.
Which of the following sentences is punctuated incorrectly?


a.
The November 2003 issue contained an interesting article.


b.
The November, 2003, issue contained an interesting article.

15.
Which of the following sentences is punctuated correctly?


a.  Mary, can you courier the books over to our downtown office?


b.  Mary, can you courier the books over to our downtown office.

16.
Which of the following sentences uses proper capitalization?


a.
There has been some talk about an antitrust action by the federal government.


b.
The murals in the library were done by Painter Ann Marie.
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17.      (T/F) The following is a correct example of a bulleted list.
     In evaluating various companies as candidates for acquisition, we must address three basic questions:


What should be our criteria for identifying desirable candidates for acquisition?


How much should we be prepared to pay?


To what extent will each acquisition affect our overall financial performance?

a.
True.

b.
False.

18.
If you need help, Carole can ____________ you.


a.
counsel


b.
council


c.
counsul

19.  Which of the following statements is punctuated incorrectly?

a.
Send check or money order to: 221 Barnwell Street, Columbus, GA 22234

b.
The three most important assets a hotel manager can have are: patience, charm, and intelligence. 

c.
The following employees have won awards for their proposals:  Mark Jordan, Cynthia Meyers, and Deborah Hollowell.

20.
Quotations marks are used to enclose a(n) __________ quote.


a.
direct


b.
indirect

20.
Everyone has gone home for the day except you and _____.


a.
I


b.
me

21.  That is a movie ___ you must not miss.

a.
that

b.
which 
22.      The laser printer ___ was ordered on May 4 will be delivered in two weeks.

            a.  that


b.  which 

23.
The drive from the airport was _____ than we expected.


a.
further


b.
farther 

24.
A ______ is a word or word group that tells what the subject does or is or what happens to the subject; an action word or state of being.


a.
verb


b.
noun


c
predicate

25.
An administrative assistant or secretary may sign the letter in her boss’s or her own name.

a.
 True

b.
False

26.
Beth said she’d rather have chicken _____ beef at the wedding.


a.
then


b.
than

27.
Which sentence is punctuated incorrectly?


a.
Maud, the violinist; Herbert, the flutist; and Grace, the noted harpist, were waiting for their instruments to arrive.

b.
Phyl was the only nurse, the surgeon needed her.


c.
The dam broke; the area was flooded.

28.
Last year we sent out 2 million brochures; this year, ___________.


a.
3 million


b
3,000,000.
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