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mSTRACT - R o
- w . [
The Legal Assistant Task Analysis Project was undertaken to privide data
related to the (1) importance of tasks and (2) frequency of tasks that .
are, or could be,-assigned to an assistant. ‘In order to accomplish
this, a task survey form was constructed and distributed to a sample of
attorneys in (1) private practice, (2) companies or corporations, and
" (3) government pO%]t]Dﬂ“ l : _ . , y{:.- :
The responses were theﬂ ana1yzed to determ1ne the mean frequency and im-
..portance -of each task,:® The result was (1) 12 essential tasks; ”(2) 96
ﬂoneséentiai but rpcammended for inclusion, tasks; and (3) 15 nonessen- .
Ctial aﬂd not FECDmméRdéd for 1nc]usmn tagkg ’ t

The tabulated data w11; be, ut111zed in the éeve1apment and eva]uat1an of
the recently approved Legal Assistant Program at Lakeshore Technical In-
stitute at Cleveland, Wisconsin. This program is a pilot two-year as-
sociate degree program for the staté of Wisconsdin Vocational, [Technical

~and Adult Education System. - R v ",
N
} . \B . / -
. . 5 , * j
f o
oo .
. |
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. ‘Lawsschaool graduntqzlijl1'nmt meet the needs of legal wd@k hy 1980 ac-
cording to the u.s. D%partmunt of. Labar*
(By 198@) requ1rvmﬁnt for 1awyvr1 are. Pxnv ted 1n increase from ap‘
per1mafely 270,000 fé 325,000 or 24-percent. " This 1.7 percent annual
‘i.ncrease is f]ffpr thar the 1.5 percent- experienced over the 1960-68
- period: Increased reuirements for lawyérs reflect the continuing
L expansion of bus1n9§s’act1v3ty and an 1ngreas1ng population. In add1a
N ﬁt1gn low= and m1ddle—1ngome groups will use more 1ega] services. Based
ol on past relationships bhetween Taw school graduates, numbers taking and .
" pdssing-bar examinations; and’ numbérs. actually entering the bccupation,
an average of about-2(Q,000 law school graduates would be needed annually
over: thP 1PGB 1980 peqaud ta méet DFOjPCfEd requiremepts. = - .
o -Régard1ng as 14tance to- attarney --the American Bar®Agsociation iggééd.
_the Faliow1ng gfathP!tg in 1968 : : ) ' .

o

- : .
‘It is now w1de]y regngn1zed that one of the fr1t1ca1 prob1ems fac-

- : ~ing oursprofes 1Dn law is the inadequacy of.the number of lawyers
- to serve, in the ways theyrhave traditionally served, the very
R great1y-expanded QQU1remenf of a burgeoning population with ex-’
: © panded neceds for Tega] services in both civil and criminal matters.
, : -+, Consideration of : ihe use-of technically qualified assistants by
A T other. prafcfrinnal 5 has persuaded us that the bar too negds para- -
o © 7 professionats, and that a. part1al sotution "to the prDbTPm of avail
T E cability of” ]Eqal ;erv1(¢3 1193 1ﬂ Yhis dPVP1mePnt .
In 1969 tﬂe American Bav As aDCTdt1Dﬂ“Danﬁ1ZEd a‘special committee on .
: Legdl Assistants. Thla wcomnittee was forined for ‘the purposeé.of. encour-
- S '1q1gg Mid providing 1P§dﬁrfh1 @nd guidance in the*training and employ-
o CREnt Df pdraieqa1& 7 : . . . ) ¢
g Tﬂ“dﬁtpg the cmwmift@e'haw pub1ishéd a'hal? dozen ’tudips aiméd at as-
4 © sigting other 1n3t1tutfbn; in the d'”eiomeﬂtEGF Programs , nature of .
' programs, -and as 215t Cmpl‘yerf in” 15Fat1nq ca na1date
© _The committee Qs 3?VP1Q§%§ a- des FF1Dt]ﬂH Df the functions of a 1eqa1
assistant and cuhdpds d ducat1una1 DFDqFEms" ,

¥y
=

sy B

" .+ lLakeshore Tachnical IHJthute is"one Qf a relatively Jmall number of in-
: 3oi tuticns, within the Unjted States that has begun a legal assistant
LS tRining program.  The dﬁVe]nment of these programs has Deen. in response
w;f to the need. for add1t1nnﬂ1 personnel. to assistattorneys, private busi-
hessaes, and unwprvnant aﬂFﬂF_“% n need 'of Tegal assistance or 1eqa1

atdie e }, Sl

The Leg ja ] Ag, JH?gﬁFﬁéFam'ﬂf:LaFP;1ﬂfF was authorized by the Wisconsin
anate erﬁd D:u%f;at nai ‘Tnchn]uﬁ] and Adult Fdication to begln in the
fal1, 0f 1974, 1t b-ﬂmm as a patt- time program with course development

.hrfﬂw ﬂ]JUX€d7r1PU ot on the- basis of rather broad information and the
"e-w}@rh pof aﬂm‘nmﬂr in spec 151( areas of pmt:tn

i =

esbeqal, Arf1r fang Prnnrdu ‘has enjoyed the cooperation and assistance

he Par-As iﬁf1yf1ﬂﬂ ﬂf Wisconsin, having staff persomnel as well as
inddividual.members sevving on_ the Leqal Assistant Advisory Committee
They have [mnfr1n ?(d redatly to the direction and content of the

Q arodram, - . L 8 c o . .

PAruntext provided oy enic [l
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PROBLEM LT e 6
Due to. LhP un1ﬁue laws of vach state, it is necessary that the techniéaii
. coursds, ayer and beyond the” gcnera1 American Bar As sociation guidelines,
e . be.modified to meet the needs for Wisconsin. No study. had been under-
' aken.prevrguf1y LhaL would provide the data nece 255ary for such a mad1-

f1cat10n

2. To determine whether there is enouqh demand by 5pec1any Aareas in
" the|legal profession to warrant-a training prcgram tailored to meet
thege-special needs.

v METHODOLPGY. o f B
N ’ r ' h )
R 1. Surjey Instrument - The Survey instrument was devéloped by the con-
o sulltants, Dean Robert F. Boden and Professor Ramon Klitzke, of the
_ Marquette Law School, = Members of the Legal Assistant” Advisory Com-
..  mitltee reacted to the instrument. Their reactions and comments
werle ‘then 1HCDFPDFatEd 1nto the dFve1meent of the’ f1na1 suvvey

!inftrumﬁnt . -

_Th€=tagk analysis survey instrument was can%tructéd in two parts.

‘Thg first part was designed to obtain general preliminary informa-

., tignwhile the second part was designed to obtain frequency and im-
o portant information related to the tasks which are presently, or
’ could be, assigned to a trained legal assistant. :

- e Thi information gathered in the first part would be used to make
1, - dekisions regarding the specialty training possibilities and if
' responses were correlated to the area of practice of the respon-
‘¢ dent. The-information requested for these determinations included:
a Sector of practice ’
. b, Specialty area of practice
S Mumber of professionals in the office
d lumber o7, legal assistants emp]oyed in the office

. F

i,;‘f - The questions were pogcd with ;tdted choices of re;pc&nsea The,

i respondent was to place a chéck in the blank in front of the re-
sponse that best @greed with the respondent's status or feelirfg.
second part of the task analysis survey form consisted of sug-
ed tasks for which the respondent was to circle the frequency
he perfovmance of the task and the importance-assigned tg-the
ask in the performance as a legal assistant. The final fofm con-
hined 123 tasks and 1oft space for the respondent to include add1=
&

et
f
k

iona&l tasks
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Coe - ; ‘ ‘ 7
A.TE@@%?HE] form designated four choices for frequency. They were: .
- ¥ ) v P
L a. Never
S . wp, . bs Seldom
: ¢. - Often
LE;W DaiTy

These choices seemed fufF1c1ent to meet aTmDCt a11 task situations
insthe average 15931 of#ice.

Four levels of 1mpgrtance chc1ces were also ava1ﬁab1e to the re:

. spondents. These were:
b 5 A, . None ; ﬁ f s !
. o b. ., Llow * o
. .. i Medium o .
, Egsentia1v, '
_'Th,;e choices seemed tD also correlate with the fee11ngs of ‘the re-
spondents qu1te readily. o .
,The tasks were: 115ted in.nine categories which representeg the
“major areas of responsibitities of an assistant. The survey form
was organized in this way to-make it easier for the respondent to
i ~completé. This arrangement should also make it easier for the
. curriculun developers and others interested in analyzing the data.
. ‘The nine categories are:
B . o o = & LA .
General Taw office work - _ .
Real estate problems - %
Estate’ planning and probate :
Commercial Taw . T -

Business enterpr1:es

Criminal law

Domestic relations.

Personal injury and Dther tF131 work
Tax work :

(See-Appendix A for a copy of the final Survey inst%ument,)

e -
2. Sample - The sample was selected from attorﬁeys w1th1n the state Qf
Wisconsin. The selection was done on a random basis acgor?1ng to

county sizes The groups of counties were‘ } -
. 0-40 000 Populatfon @»OVT DO ODU Popu]at1an
L 2 .
Ashland ! Co lumbia . .
Barron ' . Eau Claire yf{
, Buffalo ’ . . Fond du Lac
" Crawford © - Grant
"Lincoln ’ N Jefferson
_ Marinette ) La.Crosse -
o ) o Marquette . - . Mani towoc -
' © Peppin o Portage
Rusk ' + Walworth 7
Waushara 8 Washington -




- . : ,
. . 3 ' ' 8
Fi

100,001~ EGD DDO Popu]at1an_‘ EDD 001 -300, DDD Popu1at1nn

Brnwn , i ' auke ha
Kenosha _

Marathon : \ .

Outagamie -
Racine ’ '
Rack .
Winnebago ! -

300,001-400,000 Population | Dver 400,000 PDpUTatmﬁ

N - Dane - :-E%K M11waukee

One hundred fifty attorneys, including county offjge haidefs;*wete

selected from each of the groups, except Milwaukee. The names were
obtained from the 1974-75 Wisconsin Legal Directory. The ‘Tocation

" of the attorney S pract1ce or office, rather than the residence,

was used in determining in which county the attorney was to be in-
cluded. A separate sampling procedure was used in Milwaukee County
because of the extreme difference in popu1at1on between it and any

- of the others. The attorneys selected were selected from' the most

recent Metropolitan, Tglephone D1rectmry

One would readily ob;erve that no legal ags1stants have been in-

- c¢luded in the survey. The reason for this decision is that no
~directory exists for this category. It wouTd have been tan almost

1mpossib1e task to obtain the.names of such persons even though it
is common knaw1pdge that persons employed in the pDS1t10ﬂ exist 1n

‘Wisconsin.

.Adm1n15trat1on OF the Survey Instrument - The survey 1n5trument was

distributed to members of the sample in Eount1e¢ other than Milwau- .
kee through the mail. .The instrument was distributed in Mﬁ1waukee
County by Marquette Law Schao] students. . .

The survey_ instrument was accompanied by a 1etter, signed bﬁEDean
Boden of the Marquette Law School, which explained-the instrument

_ and the importance of the 1nFormat1on, and a postage-paid return

envelope. (See Appendix B for a’copy.)

!AFEPP three weeks had elapsed, té1ephone calls were made tD a mini-

Jamp1e of 80 nonrespondent attorneys to determine the reasons for
'nnretqrn A numbpr of reasons for nonreturn were given:

~_ . i . _
. t:; \ - | Response Percent
a. Hadn't received,one or misplaced form - s, 19
b.  Sent in recently _ 6 8
c. . No experience with legal assistant or not 14 . 18
applicable to the respondent's office ’
d.  Will send in form shortly ‘ N . 14
e. -+ Changed address 3 4
f. Didn't know how to respond; couldn't 2 3
: interpret form L
g. .No arswer or disconnected phone 13 . 16
h. Too busy to complete form: form too long , 16 - 20

>
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The ;tudanJ d11Lr*hutinq the forms in Milwaukeo Caunty éxp1a1ned
‘the purpose of the form, Teft the form for the respondent to com-
, ‘ plete, and returned to obtain the completed form.  The respondaent
' ~ . was asked if he/she would complete ‘the form before the student left;
' and 1f 4£he answer was "no,"“the survey instrument was not left.
jBEFaUPP of this, wost of the forms d1ttr1buted were camp1Pt§d

| RESPONSES : -
‘Three hundred thirty-five usable responser were returned and ana1yzed
One hundred eighty-six of these wére from Milwaukee’ County. The total
represents approximately five percent of the membership of the Bar
A5;Dr1at1@n of Wisconsin. o .

v

ANALYSITS AND IMPLICATIONS OF DATA o o

The data was analyzed in a number of ways in order to provide the infor-
. mation necessary to complete the objectives of the project. A number of
tabulations are included here with possfble 1mp11catnons of such infagr-
mation “These are presented in the same order as ?VﬂlaDpPar in the
{

ask¥analysis survey Torm. (See Appendix C and Apdendix D.)
1. Indicate the sector. A;é
' Private practice VAR
. Company or corporation 7
' Government 22
: 7 v : L ' : .
i\ This indicates that the great majnrity of attorneys within the

state of Wiscensin are involved n private practice. The needs of
thi's group should be weigpted heavily when developing the cur-

8 riculum as this will provide.the bulk of the employment opportu-
- nities. . B
2.+ Indicate the specialty area.
Private practize 69. 87 -
Company or corporation 5 0
Judicial branch « 4.5
Reqistrar of deeds =270
Reqgistrar in probate 2.4
. Clerk of court’ 0.57 ‘
‘Clerk for judge 0.3
! Corporation counsel )
Family court commissions 1.2%
District attorney 5.7
0.9v

Requlatory agency

ThiSéDﬂgtiDﬂ was included to determine, the need for specialization
in training for positions in government, It, however, will not in-
fluence the direction because of the low pergentages in any govern-
ment cateqory.

O ‘ 1 " :J_ g:)




¥

fﬁj ULCR N - 24,84

o ' 10

3. How many professiondls are there in the office?

o 2=h 49.6% . . ’
6-10 . ‘ - 10.7% : o, _

More than 10~ 9.9 ! ; .
.Thrpe fourths of the respcnqe' were from per sons in 0ff1c@s hav1ng
more than one attorney. The 1Lga1 assistant job opportunities are
also qoan to be-more ava11ab1e in this type Df arrangement

4. How many 1@531 ﬁ%s1staﬂts are thEFé in the ﬂffiCE?( S
None* A ;48 1% L A

, One ' - 26.67% P

e 2-3 ' v e 14.07%
-5 . v 2.47%.
More than 5, . 4.5%

S1ightly more than 50 percent of ‘the respondents are presently em-

ploying legal assistants and therefore responded from their ex-

perienct., This makes the resylts more reliable than if all-had

cnmp1eted the. Fﬂrm on the basis of 5uppas1t1on on1y ’

'3 N

Task ana]ys1s results end up as a series of numbers which are in them-
selves worth very little to the ¢urriculum persons and instructors jn-
volved. In order that the numbetrs have value and the efforts of obtain-
ing this data pe justific@gedecision points must be set. -Decision .
points are points that define parameters of cate or1es In this study,
the categories decided upon were: (1) essentia ‘©34k; must be included
for inclusion, {(2) nonessential task; recommended for inclusion, and
(3) task can be e 'j1m1nated without be1ﬁg ‘detrimental ta the program; may

be n1ce to’know, % } R

The decision points 'in ﬁ%lg Jtuayg‘ere defined using the ‘mean of the im-

‘portance as the'criteria. The decision points were set as preserted

below. Following these is a listing of the tasks under each of these
cateqgories. : - ] ,

- . , E’ * . )

’ ﬂt&ﬂﬂﬁy ' -+ Decisior Point(s)

1. Easﬂn ial taks; mfist be 1nc1ud9d
2. Monessential fas sky recommended for
1nr1u;1@w

3.00 and above
2.20-2.99 - .

.3, Task that can be eliminatéd - below 2.20
The FD]YGwiﬁg has been based on the importance data given in Appendix D,
Fssential Task . o Fesential Task
Must Be Included " Must Be Included
.o 44
5 \ . 48
b 71
3t 14 72
, 37 1% e
. i 113
N Total - 12 tasks B}
’ @ ’
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£ . PNonessential Tasks . Nones 'éﬂtiﬂ1xTéSk% ; , .
Te (ﬂnmPndcdijyj Inclusion . Rernngmgded for Inclusion L e
' oA . : | {_.l'.»‘; =
) 711 ) ‘ .60 .
" 13-24 ! - 61 - . .
: 27 ‘ 64~ 70 - A e
T 28 ©73-83 L, o
oo -30-35 85 . T o
' 39 ! 8z L
. 471-43 .. 89 C A
A5-47 0 .90 NI o
: 19 ' = . 92- 94 = L
- _ 500 , 196112 S
54- 56 A o A14-123 v
7 Total = 96 tasks ‘ B o “-,\2
;NDnéésentiQT_Tasks : knﬂ85§ent1a1 Tasks r
~ Not Recomriended for Inclusion Not _Recommentled for Inc1u310n
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Inctuded in the apoendix are pages containing tal of means included * = 'n

so that a person micht determine if there was a f1gn1f1cant difference -*.
betvie=n the groups: cf resporidents. In ggnera1, a difference greater
“han 9.3 is significant. » : ’ . :
' | &
There are-a number cf tasks fDr which the responses Frnm the different ’
groups affe sighificantly differert. Thds indicates that'a different sef
of tasks shculd be used if assistants were to bé trained for, each group.
At tha present time, “his w11? not be fEa:lbjE becauge Df the nature QF
The pr "0 gran. Havewver, this decistion wi x
pyogran. ex g nds . " \ . : . A

+ * = =+

4

LIMITATIONS -
fhe p*imarj 1mitation ir this study was the smz]l. pumber of responses
in proportien to the total“number of atkorneys in W¥sconsin. Another
releted concern was the low response number from the attorneys in the = . .
courties with a ponu]atiﬁh between-?JG,DDD and @DG 000.
E ocssible 11m1 Mtion L1at could be incTuded is that of the resp@ndents
cgly beirg ehplayers (or similar capacity). The relative recency of the
position aﬂd thz.reluctance of the atkgrnéys to gqive part of their _
work o cthers, pa*t1g11ar y nonlawyers. may have result®d in a biasing 4
cf.the responzes toward a Tower vakie, _ . :
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Mzans For Task Frequency and Task Importance
Usirg £11 Resporses

M=2ars ¢f Tasi< Fieq gzercy by Sectors

Mzams of Tas. ¢ Imipo Ttance by Sector
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Mears of Tasx Frequency by Number of Pro-
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Meuns of Taslz Irpprtance by Number of <
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Appendix B

MARQUETT €.

UNITVERSITY

224-7090

Tlus wwi ol sislLOmEIN AWENWLEL MILWAUKEE., WISCONSIN 531213
.
LAw schooL Ve
OFFICE OF THE DEAMN
April L2, Llv/b
. t T
) , : . : T -
Ko : Legal Assistant Survey
. L]
Dear Gounse lor i
- s
The avcompanying survey, i1 you will Eake the short
time necded to complete it will be invaluable to us in
dascertaining what use ol phralegel assistants bs made in
this state., We arce also ipferested in your opinion as to
how paralegals should be ulilized,
- The Lakeshore Lechinle al tnsititule in (_.‘lx,\a’ﬁ.i.l.l,llli,l? Wils
N consin is developing 0 two - yoar propram for paraleygal
assistanta and the resolts ot thils survey, which will to
published, will be ased to develop the curviculun in chal
o roam,
O T O T R R Chil, survey wilt o
b bene 10 Lo Lie B yendrad by Posnible use of paa
,J.L,'F\.il}i lm:«—. lx:[‘\:(L !M)[rutinll in Llll:a sbal \Jl \n’l]l kji,’
attempting to channel Legal assistont cdacational proge .o,
so s to provide maxioum benetit to the Bar
Vi A T T O T A SO BN B A U
-;g :
j§§fﬁ ;ﬂ#’
. e
. A
) ) : J’J ol F‘l'.« LL”L’\;‘
HUIH‘I:[ Boden
Desin of Taw sSchoo]
I

Enclosure

oS,
May 7,
o 5 A

Aruitoxt provided by Eic:

envel (}'pr‘:: Ly bFriday,

i

Plu;mv} return the survey in the enclosed self-addressed
167y,

]
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LEGAL ASSTSTANT '

Pléagé.aﬂﬁwer'thc- tollowing questlons collcetinlng the employer, or
potential emplover, by dnscertaingg a check mark in the-appropriate
space, ‘

%

Indicate the scctor.

priviate practlow

COMpUny or canporition
gOVeTnnent

o [ —
» ” "

Indicate the’ spice L LTy b ousr,

1. T ])I:i\wlit pPiactlee

5. in a company or carporation

H. in the judicial branch (county, =tate)
7 7¢ in Registrar of DNeeds onffice

.2
8. 2.4% in Registrar in Probate’s oftfioe
0.5% in Clerk of Court's office
0. 0.3% in clerk tor a judpe's offi1ee
1.8 1n the Corporation Counsel's offlloc

5% i'n the Family Court Commissioner's otfice
577 in the District Attorney's office
6.9% in a4 repulatory agency's otfice

v
el et

How My prowfesstonals aie tho oo bin Che ol Dl [T R

judges, cte )

L(‘ [SR NN A
16, b
17, t 10

Mot tlian 1o

14,

How many legal a-~-1 banl o O PO T

20, 26,68 one
oo i
RN ¢ S R

2300450 more thian g

19. 48.1%  none
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i &7

. JOB ANALYSIS
. L
] te the work of the paralegal
1 tasks .potentially a part
future. %t i
will
supeTvisiton of a

15

work onkyv .under the
censed

11

“epal
Indirect

[y
-
a

che appropriate number for each ot the
cach for hoth the task [requency
Task importance.  AZ the end of questionnalre
cre are hliank tees for Liysting additional
Tasks,  Omit a2 section if vou <o not practice 1in
that area of law. B .
the form cven if vou <o not emplov o legal as¥fstant

sect fon

w v

Camnplete

lawyer. -

a5 yvour answers will o tidicate vour onlnion as to how lewal
assistants shouldf bhe a=ed by arrornevs, .
st . 1 .
lask
L =it Froequency  Task Importance

ial

te g
ki A o = a3 =
e [ I v |
oou ouH o o D w
woUvr OO LA R S 3
L 2 3 4 1 2 13 4

i o i i % t
JAE K*‘if‘S\: 1ol
{ Re=eas (.0 . [ T S il

S UMl T e BV

M Paoe gl 110,

(S B Y

A}: A }’E"L‘ Lo, Y. U PU SN I.os, &0 wi ]

ALTOTDeV ' Cd s 2.30 2,96
4. Compoa-ing o Lice memoTnd L.73 2,88
. R . - - . R 1 05
b Comproslig e lTers to o olbienta s 3.05

THITEN

H. Dr. Lopa b o tmpe i €e

-’ o AR
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< . Task Task ’
Frequency  Importance

.+ Neve:

o Essential

Never
o~ Seldum
&~ Daily
w Medium

+~ None -
-t Low

.C. Interviewing S

T
"

::W‘“w*ﬂften

fd

7. Interviewing clients 2.90.
é.,Attendance at attorney's. _
inteérviews of clients . ’ 2.37 2,52

. 9. Consulting with attorneys in ; | o
other firms = = o L 2.00 2.34

10. Consulting with other staffs

D. ﬁaw LiErg:y ?;~

11.. General supervision of law
library

12, Choosing titlesvté'bé_grdered | 1.65 2.06

13, Updating the law library 2.15 2.43

"14. Filing pocket parts and » 5. 73 Z:és )
. library accession duties S 2. E

CII. RealiEgtateiggpblems - o .

" A. Real Estate Sales

. Clients - initial interviews

[9a]

1

16. Gathering information for Offer 2.49 2,91
to Purchase :

. 17. Drafting Offer. to Purchase - 72,13 2.73
. 18. Ordering Title Policy

19, Obtaining Realﬁgstate Tax Record .88

Bl
b
~J
%3

20. thaining Close-Out Letter for , ) : o
Mortgas 2.38 2.63
lortgagee

21. Drafting Closing Statement

' 22. Dprafting Deeds

I
=
oo
Tl
~J
-

o - Ava £ 3 yrEonoe e 2 ;
« , toages
£]{U: | 23i Dra?tlng MDr,gaggs




24. Drafting other real estate
documents . o

25. Attendance at closing
26. Conducting closing
B. Leases

- 27. Negotiations with tenants or
landlords 4

.gZS. Drafting leases

29, Legse renewal negotiations
£ é

III. Estate Planning and Probate

A, Wills

Y

30. Clients - initial interview

31. Gathering information about
assets, insurance, ‘ctc.

32. Drafting wills
33. Drafting trust documents

34, Drafting other estate planning
documents

B. Decedents' kstates

35. Clients - initial interview

Tord

+ 36, Gathering information about
estate assets and heirs

37. Drafting documents for filing
with courts

38, Preparing file working papers

39, Consulting with Register in
Probate :

Tasgk .

Frequency ;

Task

Importance

= Newver

1.95
2

.64

.76

Tud

28 2.5

un MEdiUm
‘“;Essential
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Task Tasglk
Frequency  Importance

==
.
: g O
8] E g = g =
g O ae-|o A O
ol e g g ™ e
a v H o ) Q [/
f u oa|l=E - B
A2 3411 2 3 3.
. P, | a5 2. 16
"40. Conducting court hearings o 1.45 ! 2. 15
41. Attendance at court hearings 1.82 r 2.44
42. Docket control C ' 2.62 | = 2.67
IV. Commercial Law :
) 43, Clients - initial }ntéfviéﬁ . ‘ 2,06 i 2.72
44. Cathering informdtion 2.76 . | 3.09
45. Preparing demand letters - 2.60 ) 2.83
46, Collections - debtor contacts S -
by telephone ) 2.50 2.72
47. Preparing litigation documents N 2.42 2.79
48. Docket control 2.70 3.00
Small Claims Courts: ?
. 49, Answering docket call 2.03 2.42
50, Pretrial conference 1,79 | 2.33
.51, Trial appearance and 7 L =
conducgting "trial o 1.38 2.14

Other Courts: s .
52. Pretrial conference _ 1.54

53, T?;glva@g¢a?;§§§ and 1.34
conducting trial :

V. Business Enterprises

‘54, Clients -‘initial interview

55, Gdthering information 2.59

A. Sole Proprietorships

""" it m— . * f”%\“

56. Licenses, permits, governmental e
relations - i ©2.03 2.58

57. Accounting and tax advice 99 1.75 2.38




SB

'

Callectioﬁs advice and pracedures

*

'B. Partng;ships

59,

. 60.

62,

Negotiations between prospective
partners

Drafting Partﬁership Agreeméﬁt :

. Legal advice to Dperatiﬁg
partners .

‘Partnership terminatlﬂn advice

and drafting

‘C-'Cérpgra;iaﬁs

s

63.

64.

68.
69.

Advice to prcmoters

Drafting articles of incorpora-
tion.

Drafting By-Laws
Maiﬂtenance of Corporate Minutes

Maiﬂﬁéﬂange of Dther Corparate
books and records

Dissolution proteedings

:Ducket control .

VI, Criminal Law -

70.

71.

72,

Clients - interviewing
Witnesses - interviewing

In#estigatiaﬂ of facts

Traffic violations!

73.
74i

Negotiations with prosecutors

Court appearances
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Frequency - Importance
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0o Seldom. ..

w Qften
» Daily

= Never--
 None
w-Medium

“Misdemeanors:
75. Negotiations with.progecutors

76. Trial preparation . - 2,20 2.76
.*_5 . - B - L

77. Trial work

&

Felonies:
78. Preliminary_hgéfings _ 1.55 2.31
79. Negotiations with prosecutors - i >
. Negotia 1qn5'wl__ prosecutors 1.46 2.26
80. Trial preparation 2.17 - 2.77
. 3 SN e .
B1l. Assisting attorney at trial . 2.1 - 271

82. Participating in trial 1.52° 1 2.70

VIL: Domestic Relations

A, Divorce

S
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’ - .‘S 7 7:7 7
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. 86. Conducting.Pretrial Hearings » 1.54 " 216

87. Trial Preparation . 2.09

88, Conducting Final Hearing . 1.37 2.16

B. Juvenile Matters

89, Clients - interviewing 1.83
'90. Dtafting Petitions, etc. 1.93 ‘ z

91. Conmducting Court Hearings -1.41 2.14
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. clieqtg:s'iﬁterviekiﬂg

93, Faé;laﬂdkRepart Gathering

95,

F

94.

Drafting Petition, etc.

.Conducting hearing

VIII. Personal Injury and Other Trial Work

A, Trial Work

L .
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- expert witnesses:
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i P

Prepafgtign for trial
Aszistiﬁéygﬁtmrney at trial
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post trial motions

Entering the judgment
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109. Paging“the Record fQﬁ,éEpeai

appellate brief

111, Preparing the appellate brief

112, Clients - iﬁterviewiﬁg
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| 117 _Corporate tl:ﬂ;
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Practice

_Task Importance - Secgtor

Company or
Corporation

N = 22

,,N'?;?%;W,

.Government

2,60 £:00 S

2.60 I,‘fg, 3 . et

N - 2.00 .
%

40

R T



Task Ffequen;&}{ - County Size épﬁ&édix G

——— —— R —
~ 200,000 200,001 - pver 400,000 ‘
Population .

Ll
=]

(g8
| i
ooy
Iy
~J

PN N
I

b2
o
(o]
P
L
I

’
W‘_Jl
w

'~

S
o

LN
\J‘\

B [

P M e e
1 o JE) )
G ) oo

P
[ ]
lun
]

3]
L]

~J
]
]

M
s
lew‘
A
s
e
ﬂ \
H

b3 bS] ]
LI T

o

FRv]

N I PN

I
Uiola|

w o ool
I

[ ]

ot 4

' !

[
an]
[N

|

|
o

™

0o

Lo

o

[N}

i
e

e

(73]
f—r
[
b
o

;

\
it
|

—+

|

|

\
B [
s ‘m
Bt ol

b ]

ll m! (W]
I
\' b
Tl
IFS)
\1
¥

:m“w*
|
\.‘ »
12

L
i

‘ﬂ
i
|

— -z

1&-‘1—""‘!‘&‘ | 82|
» R I R
oo
I3 |t

|

f

| I—T - I‘

H!

%]
bk
o
|
o e
Esal
o

A
£
|
|

|
i

(]
Loy
"
e
L
o | O
L
{1

[
[t
ks
Lo
[=a
el

hod
-
et
=3
¥
1 | i
Sl
R
et
joe]
et

i
i
|

un
1B By §
L - o
fo<lle]
W0 WD

I

|

}\

|

-+

‘=w
" ‘m
~ b
W

I

1

|

|
\MHI—“
ol ]
oo by

[

1=
“\I’:-.J\
~
o
hobaing

]w
i Lol
(S
(V!

)

“M

- } 8o
} Laj~
i
I

.
A e

i
[
|
|
|
il
]

“—J
ho 1

\\
T8 1T

]

h

i

\

46 R o R
a - -
1o o o
49 o o
50 —
51 '

i

n
>r""":“u.

57, _ -

L

T
o
@)
w
|
I
I

Aruitoxt provided by Eic:




Task Frequency - County Size
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Task Frequency - County Size
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___Task Importance - County Size
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____Task Frequency - Professionals in Office_
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_Task Frequency - Professionals in Office
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- ‘ _Task Importance - Professionals in Office
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One : 2-5 _6-10 . . ‘Over 10
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S — Append%x K

Task Frequency - Legal AsSisﬁaé§,infbff§ge

None -, One N 2-3 ) “4-5 " Over 5
Item ' '

Number | N =161 |.  N=289 | N'= 47, =8 L N=15
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20 2.4 I 1,92 . 2.80 .
2T 2.22 2.13 3.00
22 2,27 2.34 2.60
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31 2.56 2.62 3.00
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