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COURSE INFORMATION: 

Section: 001 

Class times: Tuesday/Thursday  9:30 p.m. – 10:45 p.m. Room: HH 1419 McQuade Courtroom 

Instructor: James Tuschman, Esq. 

E-Mail Address: james.tuschman@utoledo.edu 

Office Hours: To be announced 

Office Phone: 419-530-4676 

 

COURSE OVERVIEW CATALOG DESCRIPTION  

Through your current academic journey, you are preparing to enter this very rewarding and 

exciting career.  On this stop in your journey, we will explore the world of Law Practice 

Management. While this is only one part of your education, it is very important. It sets the stage 

for most of your course work that comes after it. 

 
On this stop in your academic journey, we will endeavor to teach you the fundamental concepts 

of Law Office Management, its systems, procedures and ethics. 

 
This course endeavors to provide the paralegal student with an understanding of how law offices 

function and are managed.  

 

 

COURSE OBJECTIVES  
1.  Students will identify and describe the different types of law offices including organization, 

management and personnel structure. 

2. Students will describe and explain accounting systems used in the law office. 

3. Students will describe methods of law office marketing, including client focused and strategic 

planning. 

4. Students will explain the role of technology in the management and administration of the law office. 

5. Students will understand administrative systems used in law practice including client relation systems, 

conflict management, personnel, docket/calendar systems, fee and billing systems and risk 

management systems. 

mailto:james.tuschman@utoledo.edu


6. Students will be able to explain the use of technology to assist in the handling of substantive practice 

area. 

TEACHING STRATEGIES  

This face to face course is designed to stimulate student learning through traditional delivery. In 

addition, at times, “homework” will be moved into the classroom so that concept engagement may 

take place in the classroom with the help of the instructor. The practical assignments are designed to 

develop paralegal job competencies. 

 
REQUIRED TEXTS AND MATERIALS   
Fundamentals of Law Office Management Systems, Procedures and Ethics, 5th edition by Pamela 

Everett Nollkamper.  

 
TECHNICAL SKILLS  

To succeed in this course, it will be important to possess the following technical skills: 

1. Rename, delete, organize, and save files. 

2. Create, edit, and format word processing and presentation documents. 

3. Copy, paste, and use a URL or web address. 

4. Download and install programs and plug-ins. 

5. Send and receive email with attachments. 

6. Locate and access information using a web search engine. 

7. Use Lexis for research. 

 
TECHNOLOGY REQUIREMENTS  

Browser 

Students need to have access to a properly functioning computer throughout the semester. 

 
Internet Service 

High-speed Internet access is recommended. 

 
Use of Public Computers 
If using a public library or other public access computer, please check to ensure that you will have 

access for the length of time required to complete tasks and tests. A list and schedule for on-campus 

computer labs is available at: http://www.utoledo.edu/it/CS/Lab_hours.html. 

 

UT Virtual Labs 

Traditionally, on-campus labs have offered students the use of computer hardware and software they 

might not otherwise have access to.  With UT's Virtual Lab, students can now access virtual 

machines loaded with all of the software they need to be successful using nothing more than a 

broadband Internet connection and a web browser. The virtual lab is open 24/7 and 365 days a year 

at http://www.utoledo.edu/it/VLab/Index.html. 

 

COURSE POLICIES EXPECTATIONS OF CLASSROOM BEHAVIOR  

 

a.      Class Communications: All email communication to me should be sent to my college email 

address james.tuschman@utoledo.edu. In addition, in order to organize my incoming email so I can 

better respond to your inquiry, use the subject line in the email to indicate the name of the class, “Law 

Practice Management, LGL 1720”.  Furthermore, a brief description of the purpose of the email should 

appear after the class section name.  For example, an email concerning a question about an assignment 

should read as follows in the subject line:  “Law Practice Management LGL 1720-Question about 

assignment”.  This enables me to answer your question quickly and accurately. 

http://www.utoledo.edu/it/CS/Lab_hours.html
http://www.utoledo.edu/it/VLab/Index.html


 
b.      Attendance and Missed Class: All classes and exams are mandatory. Time management 

is a crucial skill in the legal field.   Amidst very busy schedules, courts and employers will require 

prompt attendance.  Therefore, the student’s prompt attendance at each class is required.  The student 

must be on time for class and remain until its completion.  Prompt attendance is also important because 

pop quizzes may be given at the beginning of class and assignments will be due at the beginning of 

class.  The student’s attendance and participation will affect his or her grade for the course. 

 
The University of Toledo Missed Class Policy (Approved by Faculty Senate, 1/22/02; approved 

by Student Senate, 1/22/02) 

This policy provides for basic protections and reasonable accommodations for students who miss 

class with excused absences.  Students are expected to attend every class meeting of courses 

in which they are registered.  Only in specific, unavoidable situations does the University excuse 

absences from class: 1)  personal emergencies, including, but not limited to, illness of student or 

of a dependent of the student [as defined by the Board of Trustees’ Policy on Family and Medical 

Leave], or death in the family; 2)  religious observances that prevent the student from attending 

class; 3)  participation in University-sponsored activities, approved by the appropriate University 

authority, such as intercollegiate athletic competitions, activities approved by academic units, 

including artistic performances, R.O.T.C. functions, academic field trips and special events 

connected with coursework; 4)  government-required activities, such as military assignments, jury 

duty, or court appearances; and 5) any other absence that the professor approves. 

 
Students are responsible for complying with the missed class policies of their instructors. Students 

bear the responsibility of notifying the instructor of a planned absence by one of the methods 

provided by the instructor.   In the event of an emergency or an unavoidably short notice 

of absence,  the  student  must  present  the  instructor  with  an  approved  written  excuse  upon  

the student’s  return  to  class.    Approved written excuses will  be at the instructor’s  

discretion, including, but not limited to, doctor’s notice, funeral programs, etc.  It is strongly 

recommended that the student use two of the three aforementioned methods (email, writing, or 

voicemail) to insure that the instructor is properly notified of the planned absence.  In the event 

that the instructor should not receive the student’s notification, the student should be prepared 

to present an alternative excuse.  It will be at the instructor’s discretion to approve or disapprove 

of the alternative excuse. 

 
Students are responsible for all material covered in classes they miss, even when their absences 

are excused as defined above. Students must make arrangements with instructors to complete 

missed assignments, labs, examinations or other course requirements. In turn, instructors are 

not to penalize students with excused absences. 

 

c.      Class  Preparation  and  Participation:  The  student’s  preparation  for  each  class  is  critically 

important to his or her learning experience in this course.  The student’s preparation for class is 

also critically important to his or her training for a career where adequate and timely preparation will 

be expected by courts and employers. Furthermore, the student’s adequate preparation for class 

will enable him or her to make valuable contributions to class discussions and define questions 

that are raised by course materials that can then be addressed in class.  Therefore, the student’s 

consistent and adequate preparation for class will be considered in the determination of his or her 

course grade. 

 
The ability to communicate through the written and spoken word is essential to success in a paralegal 

career.  A paralegal must be able to clearly and persuasively communicate his or her research, ideas 



and arguments to attorneys, clients, colleagues and courts. The student’s participation in every class 

is a valuable opportunity to develop those crucial communication skills. 

 

Each student in the class will therefore be required to be prepared for each class attended. The instructor 

will throughout the semester call on students in class for discussion and for answers to questions posed 

by the instructor – failure on more than 2 occasions to respond to the instructor’s inquiry may result in 

the student being asked to leave the class until he or she demonstrates adequate preparation. 

 

d.     Work Product: Assignments, quizzes and exams must be the original work of each student. 

Students may not collaborate with regard to these matters.  If such collaboration is discovered, all 

students involved will receive a zero for the particular assignment, quiz or exam.  Neither plagiarism 

nor cheating will be tolerated and will be addressed in accordance with the applicable policy of the 

University of Toledo. Academic Dishonesty will not be tolerated.  Please read The University’s Policy 

Statement on Academic Dishonesty available at http://www.utoledo.edu/dl/students/dishonesty.html. 
 

e.      Assignments: Completion of all assignments is a course requirement. Students are expected to 

complete and submit all assignments by the due date listed in the Course Schedule.  Late assignments 

will not be permitted unless arrangements are discussed and approved well before the required due 

date.  Ask questions as soon as possible by email or by phone if you do not understand an assignment. 

 
Unless otherwise instructed, all assignments must be typed and must follow the proper format as 

announced in class for the particular assignment.  As in the practice of law, the student must retain his 

or her own copy in case something should happen to the original. 

 
Unless otherwise notified by the Instructor, assignments are due at the beginning of class on the date 

assigned as the deadline.  Any assignment submitted after this time will be penalized five points for 

the first day and five points if not submitted by 5:00 p.m. on the next day.  If the Instructor is not 

available to receive a late assignment, you may submit it to the receptionist at the faculty center desk, 

have the receptionist date stamp it and place it in the Instructor’s mailbox. 

 
Only a severe emergency constitutes a valid excuse for submitting a late assignment.  Problems with 

typists, broken typewriters, downed computers or similar issues are not valid excuses for missing 

deadlines in the practice of law and they will not be accepted as valid excuses for the submission 

of late assignments in this course.  If a severe emergency that would prevent the timely submission of 

an assignment should arise, the student must contact the Instructor immediately in order to make 

alternative arrangements.  The Instructor may ask for verification/documentation of the emergency.  If 

the Instructor determines that a valid excuse did exist, the Instructor will set a new deadline for the 

student and there will be no penalty if the assignment is submitted before the new deadline. 

 
f.       Pop Quizzes: Students may be given four unannounced quizzes throughout the course. 

 

g.  Exams: The mid-term exam will only be administered at the time and location set forth by 

your instructor, unless a student requires accommodation and the accommodation is approved and 

arranged through the Office of Accessibility.  Otherwise, the mid-term exam will not be given at 

any time or location other than that set forth by the instructor. The final exam will only be given at the 

time and location assigned by the university, unless a student requires accommodation and the 

accommodation is approved and arranged through the Office of Accessibility.  Otherwise, the final 

exam will not be given at any time or location other than that set forth by the university. The 

quizzes and exams will be based upon the materials in the textbook, the Ohio Rules of Civil 

Procedure, materials provided in class, lectures and class discussion. 

http://www.utoledo.edu/dl/students/dishonesty.html


h. Computers: laptops, IPads, etc., can be used in class FOR CLASS PURPOSES ONLY. If any 

student is discovered using a computer for anything other than class purposes, the instructor reserves 

the right to remove the student from the class. The student may return to the class only upon the specific 

approval of the course instructor. 

 
i.      Cell Phones: Cell phones must be off and out of site during class.  Anyone caught using their 

phone without instructor permission will be asked to leave the class. Inform your professor in advance 

if you are a primary caregiver or have a family emergency and need to have your cell phone on during 

class. 

 

j. Accessibility and Special needs: Student who qualify for services approved by the Office 

of Accessibility are to provide documentation to the instructor the first week of classes. Students 

who have accessibility needs should feel free to discuss those needs with the Office of Accessibility 

and the Instructor in private. A student’s accessibility needs will be accommodated in 

accordance with university policy. Any student requiring accommodation for purposes of class, 

quizzes, exams or assignments must contact the Office of Accessibility and notify the Instructor 

by the second class of the semester.  Any student wishing to discuss such issues with the Instructor 

should do so privately before or after class. 

 
The UT Learning Enhancement Center provides students with academic assistance and support. 

The website can be located at: http://www.utoledo.edu/success/lec/. A full range of additional 

student services is provided through the Office of Student Services. 

 
k.      Statement of Diversity and Inclusion: In concert with the University of Toledo’s values and 

expectations, the faculty within the College of Social Justice and Human Services upholds the tenets 

pledged by the University to respect and value personal uniqueness and differences.  Specifically, we 

will actively participate in the initiatives of the University to attract and retain diverse faculty, 

staff, and students; to challenge stereotypes; and to promote sensitivity toward diversity and foster an 

environment of inclusion in all curricular and extra-curricular activities. Hence, all students enrolled 

in this course will be expected to: 

 

 Be considerate of the thoughts and ideas of others 

 Demonstrate accountability, integrity and honor in all course-related activities 

 Promote a collaborative and supportive educational environment 

 Treat every individual with kindness, dignity, and respect regardless of: 

 Gender, 

 Race/ethnicity, 

 Religion, 

 Sexual orientation, 

 Impairment(s)/Disability(ies), 

 Political views, and other element(s) of uniqueness 

 

 

 

 

 

 

 

 

 

http://www.utoledo.edu/success/lec/


ASSIGNMENT SCHEDULE 

 
Class No. Date  Topic       Pages 
 
1  8/29/17  Introduction (introduce instructor, review  

syllabus). The legal marketplace (structure,  
organization types of firms)    1-10 CH 1 

   
2 8/31/17  The Legal Marketplace (private    10-36 
   industry, government agencies) 
 
3 9/05/17  The Legal Team (members,    45-66 CH 2 
   qualifications, credentials) 
 
4 9/07/17  Personnel Relations (management   72-84 CH 3 
   theories, manager functions) 
 
5 9/12/17  Personnel Relations (employee objectives  84-99 
   management relations, team approach) 
    
6 9/14/17  Attorney – Client Relationship (variables,   112-134 CH 4 
   advertising, solicitations)    
    
7 9/19/17  Attorney – Client Relationship (timing,   134-146 
   discipline, forms); Review for Exam 
 
8 9/21/17  EXAM #1 (To be determined) 

 
9  9/26/17  Legal Fees (profit, types of fees)    192-207 CH 6 
 
10  9/28/17  Legal Fees (division, other charges,   207-210 
   hard & soft costs);  
 
11 10/0317 Legal Fees (statutory & judicial guidelines  210-218 
   lodestar, multipliers) 
 
12 10/05/17 Timekeeping (systems, ethics, tips)    243-250 
 
13  10/10/17 Billing (documentation)     257-262 CH 8 
 

10/16/17 – 10/17/17 NO CLASS – FALL BREAK   
    

14 10/19/17 Billing (process. Methods, management)   262-269 
  

15 10/24/17 Billing (styles, collection, ethics, disputes)  269-276 
 
16 10/26/17 Financial Management (Organization, profit  276-281 
   leverage, expenses)  
 
17 10/31/17 Managing Trust Fund Account    290-305 CH 9 
   Review for Exam 
  
18 11/02/17 EXAM #2 (To be determined) 
 
19 11/07/17 Technology in the Law Office    313-342 CH 10 
    
20 11/09/17 Technology in the Law Office cont’d 
 
 



Class No. Date  Topic       Pages 
 
 
21 11/14/17 Law Office Systems (types, development)  355-360 CH 11 
 
22 11/16/17 Law Office Systems (docket control systems)  360-324 
 
23 11/21/17 Docket Control Systems (tickler system   380-389 CH 12 
   computerized systems) 
 
 11/22/17 - 11/24/2017 NO CLASS THANKSGIVING 
 
24 11/28/17 Docket Control Systems (manual system  389-406 
   file review) 
 
25 11/30/17 File and Records Management    417-436 CH 13 
    
26 12/05/17 File and Records Management    426-437 
 
27 12/07/17 File and Records Management    437-450 
 

    
 
 
FINAL EXAM 
 
Section :001 Thursday, December 14, 2017 8:00 a.m. - 10:00 a.m.   

 

 

This syllabus is subject to change 


