PLS REVIEW 
(February 9, 2010)

Moderators:  Traci Spahr, PLS and Marcie Carter, PP, PLS 

References:


Advanced Manual for the Lawyer’s Assistant (9th ed.) (“AMLA”)


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


Rotunda’s Professional Responsibility (7th ed.) (“PR”)


The Gregg Reference Manual (10th ed.) (“GRM”)


Bluebook (18th ed.) (“BB”)

PART 1: Written Communications 

Grammar and Word Usage

Directions:  The following sentences may contain errors in grammar or word usage.  Some of the sentences may be correct.  No sentence contains more than one error, if there is one, and each possible error in the sentence is underlined.  All other parts of the sentence are correct.  

1. The drive to grandpa’s house was further than I thought.

a. grandpa's

b. further

c. than

d. no error

B
GRM, § 1101, p. 326

2. Ian couldn’t hardly expect Eric to lend him the car.

a.
couldn’t

b.
hardly

c.
expect

d.
no error

A
GRM, § 1074 b, p. 299

3. This year’s basketball team is better than last year.

a. 
year’s

b.
is

c.
year

d.
no error

C
GRM § 1071 i, p. 297

Punctuation

Directions:  If a sentence is correctly punctuated, choose “a.”  If it is incorrectly punctuated, choose “b.”

4. Ms. Nelson asked her students, “Do you really think recess is necessary”?

B
GRM, § 249(a), p. 71

5. The sale was very successful, we made almost twice what we expected.

B
GRM, § 176(a), p. 44

Number Usage

Directions:   Select the sentence in each group that is incorrect in number usage.

6. a.
My yearly doctor appointment is tomorrow a.m.


b.
Diane was supposed to meet her father at 6 o’clock.


c.
Dan stayed up until midnight to watch the lunar eclipse.

A
GRM, § 440(d), p. 136

7. a.
Amber asked me for $.75, but I only had two quarters.

b.
The car was so dented, it wouldn’t even sell for two cents.

c.
The candy I bought cost $1.34, $2.15, $.38, and $1.13.

A
GRM, § 418(b), p. 128

8. a.
Alex went to Home Depot to find a 0.275 inch screw.

b.
The chances I’m going to pass this test are absolutely 0.

c.
Pick a number between zero and nine.

B
GRM, § 465(d), p. 143

Capitalization

Directions:  If a sentence is correct in its use of capitalization, choose “a”;  if it is incorrect, choose “b.”

9. The two moderators for this study session are from the State of Oregon.

B
GRM, § 335(a), p. 106
10. Bob liked to participate in civil war battle simulations.

B
GRM, § 344(a), p. 109

11. The Gregg Reference Manual is my study Bible.

B
GRM, § 350(b), p. 112

Spelling

Directions:  Choose the incorrectly spelled word, if there is one.  If all words in the group are spelled correctly, choose “e.” 

12. a.
gayly

b.
playful

c.
crying

d.
preying

e.
no error

A
GRM, § 711, p. 197

13. a.
managment

b.
procurement

c.
argument

d.
abridgment

e.
no error

A
GRM, § 708, p. 196

PART 2: Office Procedures and Technology 

14. The general requirements for a Notary Public are:

a. Must be 16 years of age or older

b. Must be a resident of that state

c. Must have good moral character

d. Both b & c

D
AMLA § 2.16, p. 26
15. Some types of dictation equipment are:

a. portable models.

b. central recording systems.

c. digital equipment.

d. all of the above.

D
BMLA § 3.22.1, p. 89
16. Filing rules include:

a. alphabetize unit by unit, nothing comes before something and person names.

b. Alphabetize unit by unit, something comes before nothing and person names.

c. Alphabetize unit by unit, nothing from nothing leaving  nothing and person names

d. None of the above.

A
GRM , Appendix C, pp. 618-19 (Basic Principles)
17. Filing systems include:

a. alphabetic, sequential, practice area

b. subject, geographic, alpha-numeric

c. client, numbers, matters numbers, cross-indexing

d. all of the above

B
BMLA § 3.18.5, p. 79
18. A conflict check should be run:


a.
never


b.
at the beginning of opening a file


c.
when you close a file


d
both b and c

B
BMLA § 3.17.4, p. 73
19. A word processing feature that allows the operator to record keystrokes and then play them back with just a few keystrokes is called a(n) _________. 


.

a. autocorrect
b. macro
c. redlining
B
BMLA § 4.6.5
20. Which of the following is NOT a type of external memory?
a. Floppy disk
b. Modem
c. USB drive
d. zip drive
B
BMLA § 4.2.5, p. 98-100
21. “Pay to the Order of” is a(n) __________________.


a.
restrictive endorsement


b.
endorsement in blank


c.
special or full endorsement


d.
qualified endorsement

C
BMLA § 5.12, p. 154
22. 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

D
BMLA § 5.14, p. 164
23. What is the only circumstance in which a lawyer can deposit his/her own firm funds into a client’s trust account?


a.
Never, it can’t be done


b.
To cover when the account is overdrawn


c.
to pay bank service charges on the trust account


d.
There are many circumstances it can be done

C
BMLA § 5.11(b), p. 151
24. When drafting a multi-page letter you should avoid a single line at the top of a page called a(n) __________________.


a.
widow


b.
orphan

c.
adoptee


d.
old maid

A
BMLA § 6.29, p. 266
25. 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

B
BMLA § 7.1.9, p. 289
26. Written opinions of the court are known as

a.
common law

b.
case law

c.
judge’s law

d.
none of the above

B
BMLA § 8.3.7, p. 327
PART 3: Ethics and Judgment

27. A lawyer’s assistant is prohibited from:

a. drafting documents

b. assisting in Court

c. quoting or setting fees

d. speaking with clients

C
AMLA § 1.3, p. 4
28. The ABA Code of Judicial Ethics provides standards for: 

a.
legal assistants 

b.
district court judges 

c.
bankruptcy judges 

d.
lawyers 

e.
b & c 

E.
BMLA § 2.3 (bottom of 2nd paragraph), p. 20
29. Client-lawyer relationship rules govern the following: 

a.
a client under a disability 

b.
imputed conflicts of interest 

c.
lawyer’s office as a safe place for client’s property 

e.
lawyer’s competence 

f.
all of the above 

F
BMLA § 2.4, pp. 20-21
30. The rules governing advocacy involve: 

a.
delaying tactics in litigation 

b.
fairness to opposing counsel 

c.
when lawyer may act as a witness 

d.
lawyer’s assistant’s courtesy toward opposing counsel 

e. 
all of the above 

E
BMLA § 2.6, pp. 21-22
31. The rules governing information about legal services include: 

a.
lawyer advertising 

b.
firm letterhead and firm names 

c.
communication of fields of practice 

d.
solicitation of business 

e.
all of the above 

E
BMLA § 2.10, pp. 2-23
32. (True or False)  Guidelines concerning conflicts of interest apply to all lawyers in the firm, whether or not the presentation occurred in a different city.

True --
BMLA § 3.17.2, pp. 70-71
33. Client confidences must be kept by all law office employees, including: 

a.
associates 

b.
firm investigators 

c.
the firm bookkeeper 

d.
file clerk 

e.
legal assistants

f.
mail clerk

g.
all of the above 

G
BMLA § 2.12, p. 25; AMLA Chapt. 2, App. A, p. 31
34. (True or False) Once you have terminated your position, you can talk about situations and clients from your previous employer.

False - AMLA, pp. 23-24, Appendix A, Canon 4, p. 31

35. (True or False) A legal assistant can do everything a lawyer can do in connection with the delivery of legal services to the public except represent a client in court and set fees. 

False – needs the direct supervision of the lawyer – they cannot go to court, give legal advice, set fees or accept cases. (AMLA, p. 4, § 1.3)

36. (True or False) Responsibilities regarding non-lawyer assistants were set forth in the 2001 Model Rules of Professional Responsibility. 

True - AMLA, p. 20, § 2.3

37. (True or False) Non-lawyer employees of a law office can be disciplined for violating the Rules of Professional Conduct.

False - The lawyer/employer is responsible for the staff’s conduct and could be disciplined for an employee’s violation. (BMLA § 2.3, p. 20)

38. A client showed up at the law firm where Chelsea Public works. He knew Chelsea is a notary public and requested her services. He said he had sold his vehicle to a friend a few days ago and wanted her to backdate the acknowledgement. Chelsea told him she had to use the date he appeared before her and could not backdate the document because it is illegal. Did Chelsea do the right thing?

Yes, Chelsea did the right thing. The date on the acknowledgement should be the date the person comes before the notary. (AMLA, pp. 26-27, § 2.16)

39. Rob Miller is a document clerk in a large law firm. While standing in the lobby area of his building waiting for an elevator alongside other law firm staff, Rob clearly overheard John Clark telling Elise Marie the interesting facts of a lawsuit that had been assigned to him. During the elevator ride, John explained how the client, Knight Productions, was being sued for breach of contract and talked about his strategy for defending Another Co.  Did John do anything wrong? Should Rob report this conduct?

Yes, John revealed confidences and privileged information about the client by talking about the case in a public place.  Rob should report this occurrence to the appropriate department supervisor. (AMLA, pp. 23-24, § 2.10; PT, p. 78)

PART 4: Legal Knowledge and Skills 

40. The authority under which a contribution to an irrevocable trust is considered a present interest gift is known as 



.

a.
Bequest

b.
Crummey Power

c.
Inheritance

d.
Charitable gift

B
AMLA § 20.5.8, pp. 561-563
41. “Little will” is the translation for ______________.
a. codicil

b. holographic will

c. simple will

d. oral will

A
BMLA § 18.6.6, pp. 586-87
42. Any individual lawsuits brought within a bankruptcy case.

a.
Business Bankruptcy

b.
Consumer Bankruptcy

c.
Adversary Proceeding

d.
Concurrent Proceeding

C
BMLA § 20.6, pp. 616-17
43. Any person, whether a corporation or natural person, who resides, is domiciled, or owns property in the United States may file a bankruptcy petition under:

a.
Chapter 7

b.
Chapter 9

c.
Chapter 11

d.
Chapter 13

A
AMLA § 24.6.4, p. 388
44. The number of sections in a township is:

a.
16

b.
24

c.
36

d.
60

C
BMLA § 17.8.1, p. 549; AMLA § 18.7.1, p. 461 

45. In general, what are the three ways in which to initiate a criminal proceeding?

a.
Complaint, information, indictment

b.
Complaint, warrant, information

c.
Petition, information, indictment

d.
Initial Appearance, complaint, information

A
BMLA § 14.10, p. 457; AMLA § 12.5, pp. 321-22
46. A federal grand jury is a part of the associated _______________.

a. state superior court

b. state circuit court

c. state district court

d. federal district court

D
AMLA § 12.6.3, p. 324
47. A 


 marriage is usually contracted by a couple co-habiting and representing to the public they are husband and wife.

a.
family law

b.
common law

c.
covenant

d.
valid

B
AMLA § 22.3.5, p. 633
48. 


 can be amended by Board of Directors and stockholders under most states’ laws.

a.
Articles of Incorporation

b.
Corporation documents

c.
Bylaws

d.
Deeds

C
AMLA § 23.2.3(b), p. 653
49. Calendaring the 



 must be part of the file opening process.
a.
client’s birthday

b.
statute of limitations date

c.
when the retainer/engagement letter was signed

d.
date to close the file

B
AMLA § 10.3.1, p. 244
50. The election of officers of the corporation generally takes place during the 


 meeting of the Board of Directors.
a. First

b. Second

c. Third

d. Never

A
BMLA § 16.3.7, p. 513
51. 

 means the tenants of the property hold undivided fractional interests in the same property.

a. Tenancy in Common

b. Fee Simple

c. Joint Tenancy

d. Ownership

A
BMLA § 17.5.3, p. 539
52. Following a personal injury trial, the prevailing party is generally entitled to an award of costs.  A  


 must be filed timely.
a.
Request for Fees

b.
Invoice

c.
Bill of Costs

d.
Petition for Costs

C
AMLA § 14.4.8, p. 376
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