
ALS (assignments) 
Office Procedures and Legal Knowledge
PLS (assignments) 
Office Procedures and Technology
PP (assignments) 
Legal Knowledge and Skills
Part 2 – ALS, PLS and pp. Exams
(Office Procedures – ALS & PLS; Technology – PLS; Legal Knowledge & Skills – ALS, PLS & pp. – Correspondence, records management, computer information systems, miscellaneous office equipment services, office accounting and legal knowledge and procedures; legal research, citations, legal terminology, the court system and ADR, legal skills of interviewing clients and witnesses, planning and conducting investigations and docketing)
nals online study group

August 11, 2009
Part 2 of the ALS, PLS and pp Exams

ALS:  Office Procedures and Legal Knowledge
PLS:  Office Procedures and Technology
PP:  Legal Knowledge and Skills

Moderators:
Tara Hughes, PP, CP
Trudy Andreasen-Buel
References:
Basic Manual for the Lawyer’s Assistant (9th ed.) (“BMLA”)


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

Paralegal Today (4th ed.) (“PT”)
1.
A 

  

 is a standard form used as a guide in drafting.

a. rote form

b. boilerplate form

c. standardized format

d. lawyer’s assistant

ANSWER:  B.
2.
A lawyer’s assistant is prohibited from:

a. drafting documents

b. assisting in Court

c. quoting or setting fees

d. speaking with clients

ANSWER:  C.  AMLA § 1.3

3.
There is one universal definition of the Unauthorized Practice of Law.

a. True

b. False

ANSWER:  False.  AMLA § 1.2.1

4.
Duty of the lawyer to hold inviolate the confidence of and secrets of his clients.

a. acknowledgment

b. attorney-client privilege

c. Fifth Amendment

d. None of the above

ANSWER:  B.
5.
To combine funds into a common fund.

a. Savings

b. Deposit

c. Commingle

d. None of the above

ANSWER:  C.
6.
It is improper for the lawyer to delegate any task to a non-lawyer.

a. True

b. False

ANSWER:  False.  AMLA § 1.31

7.
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

ANSWER:  D.  AMLA § 2.16

8.
Some types of dictation equipment are:

a. portable models.

b. central recording systems.

c. digital equipment.

d. all of the above.

ANSWER:  D.  BMLA § 3.82

9.
The following are types of mail service:


a.
express mail


b.
standard mail


c.
insured mail


d.
a and c


e.
all of the above


ANSWER:  E.  BMLA § 3.11

10.
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.

ANSWER:  A.  BMLA § 3.12

11.
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

ANSWER:  B.  BMLA § 3.12.8

12.
Non-billable time is:
a. drafting, telephone calls, pro-bono activities and professional activities

b. client services, personal time, office administration and client development 

c. contingency, hourly and set

d. all time is billable

ANSWER:  B.  AMLA § 3.8.3

13.
A conflict check should be run:


a.
never


b.
at the beginning of opening a file


c.
whenever a new party or potential party is involved in a case


d.
when you close a file


e.
both b and c


ANSWER:  B.  BMLA § 3.13.5

14.
File management is the control of each file in your office from the time it is opened to the time that it is 


.

a. closed or destroyed

b. taken home

c. sent off-site

d. closed and sent off-site

ANSWER:  C.  BMLA § 3.12.2

15.
If your boss is in Norfolk, Virgina, and you are attending the NALS Educational Conference in Irvine, California, and needs to speak with you at 1:00 p.m., you would place the call at 


.

a. 10:00 a.m.

b. Noon

c. 2:00 p.m.

d. 4:00 p.m.

ANSWER:  A.  BMLA § 3.6.11

16.
All lawyers and staff should refer to the docket control system 


.

a. each Monday

b. each Friday

c. only when mail arrives

d. daily

ANSWER:  D.  BMLA § 3.21.1

17.
A collection of data organized especially for rapid search and retrieval.

a. CD-Rom

b. Hardware

c. Database

d. Megabyte

ANSWER:  C.  
18.
A device connected to a computer to provide communication or auxiliary functions.

a. Modem

b. Monitor

c. Peripheral

d. Hard Drive

ANSWER:  C.
19.
Types of computers include:

a. Desktop

b. Processing

c. Notebook

d. Portable

e. a, c and d

f. None of the above

ANSWER:  E.  AMLA § 4.3

20.
A master listing reflecting all matters (files) that are in the computer database.

a. File Management 

b. Client/Matter 

c. Open/Closed

d. None of the above

ANSWER:  B.  AMLA § 4.12

21.
Some examples of input devices are 


.

a. scanners, monitors and webcams

b. printers, monitors and keyboards

c. printers, speakers and mouse

d. keyboards, scanners and webcams

ANSWER:  D.  BMLA § 4.2.1

22.
“Pay to the Order of” is a(n) __________________.


a.
restrictive endorsement


b.
endorsement in blank


c.
special or full endorsement


d.
qualified endorsement

ANSWER:  C.  BMLA § 5.8

23.
A check drawn by a bank on its own funds is called a ______________.


a.
bank draft


b.
cashier's check


c.
money order


d.
certified check


ANSWER:  B.  BMLA § 5.8.2

24.
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


ANSWER:  D.  BMLA § 5.10

25.
The three basic accounting elements are ____________.


a.
general journal, source documents and original entry


b.
original entry, owner’s equity and folios


c.
assets,  liabilities and owner’s equity


d.
assets,  liabilities and source documents


ANSWER C.  AMLA § 5.3.4
26.
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


ANSWER:  C.  BMLA § 5.3.1

27.
In order to replenish a petty cash fund, you would 

 petty cash fund and 

 cash.


a.
debit, credit


b.
credit, debit


c.
take out, put in


d.
put in, take out


ANSWER:  A.  BMLA § 5.5; AMLA § 5.12.1

28.
The formula for calculating interest is:


a.
Principal X rate X time


b.
Interest X rate X time


c.
Principal X interest X rate


d.
Time X amount X percent


ANSWER:  A.  BMLA § 5.10

29.
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


ANSWER:  C.  BMLA § 5.7(b)

30.
FUTA stands for:


a.
Federal Uniform Tax Application


b.
Farming Union Training Academy


c.
Federal Unemployment Tax Act


d.
Federal Umbrella Taxation Account


ANSWER:  D.  AMLA § 5.17.5

31.
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


ANSWER:  A.  BMLA § 6.26

32.
Citations should be cited in the following order:


a.
most helpful or authoritative, constitutions, cases, legislative materials


b.
cases, legislative materials, secondary materials


c.
legislative materials, cases, constitutions


d.
none of the above


ANSWER:  A.  AMLA § 6.4.1

33.
In briefs and memoranda filed in state courts, cases should be sited to:


a.
Official reports


b.
Unofficial reports


c.
Both a & b


d.
None of the above


ANSWER:  C.  AMLA § 6.4.6

34.
Choose the word that is spelled correctly.


a.
judgement


b.
cancelled


c.
occured


d.
accommodate


ANSWER:  D.  BMLA § 6.17.1

35.
A statute is __________________.


a.
a law enacted by a legislative body and approved by the chief executive


b.
enacted by Congress at the state level


c.
enacted by the legislature at the federal level


d.
codification of indexes and relevant laws


ANSWER:  A.  AMLA § 7.4


36.
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


ANSWER:  B.  BMLA § 7.1.9

37.
When joining citations in a sentence, which is sometimes referred to as a string citation, __________.

a. begin with a capital letter

b. separate individual citations by means of a semicolon

c. end with a period

d. all of the above


ANSWER:  D.  BMLA § 7.4.1

38.
To research a case to determine the subsequent course or history of a point of law.


a.
Print Review


b.
Key Cite


c.
Research


d.
Shepardize


ANSWER:  D.  
39.
An index or compilation of abstracts or reported cases into one set, set forth under proper law topic headings or titles, and usually in alphabetical arrangement.


a.
legal encyclopedias


b.
digest


c.
secondary sources


d.
treatise


ANSWER:  B.
40.
Weekly paperback pamphlets that carry current cases until there is a sufficient number of cases to fill a bound volume are ___________.

a.
pocket parts

b.
replacement volumes

c.
loose-leaf services

d.
advance sheets


ANSWER:  D.  BMLA § 8.15.4

41.
Written opinions of the court are known as


a.
common law


b.
case law


c.
judge’s law


d.
none of the above


ANSWER:  B.  BMLA § 8.2.1

40.
Primary legal authority consists of:

a. constitutional provisions

b. statutes

c. municipal codes

d. both a & b

e. all of the above

ANSWER:  E. BMLA § 8.2.1
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