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Unit 248 Legal text processing 
 

UAN: Y/504/9952 

Level: 2 

Credit value: 11 

GLH: 110 

Assessment 
requirements specified 
by a sector or 
regulatory body: 

This unit will be assessed by an externally set 
and locally marked assignment. 

Aim: The aim of this unit is to enable the learner to 
develop the knowledge and skills to 
accurately produce documentation 
appropriate for the legal and business 
environments. The learner will become 
familiar with word processing techniques, 
legal document layouts and legal 
terminology. 

 

Learning outcome 

The learner will: 
1. Be able to use word processing software to create and amend 

business and legal documents 

Assessment criteria 

The learner can: 
1.1 create documents to a given house style from manuscript and 

printed text 
1.2 amend and format the layout and text of new and existing 

business and legal documents 
1.3 insert dates and references where appropriate 
1.4 create and format tables 
1.5 select and insert special characters 
1.6 import graphics into documents 
1.7 use search and replace 
1.8 recall document templates and include relevant additional 

information 
1.9 follow written instructions and interpret amendment and correction 

signs 
1.10 identify and expand general and legal abbreviations 
1.11 identify and correct spelling errors 
1.12 route originals and copies as instructed 
1.13 name, save and print business and legal documents, as instructed. 
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Range 
Documents 
Letters, file notes, attendance notes, notices, information sheets, 
backsheets, frontsheets, Briefs to Counsel, Statements, Deeds (Change 
of name, deed of gift), basic Wills (including Codicils), Sworn Statements, 
estate accounts, Particulars of Claims, Answer to Petitions, Defences 
Format layout 
Delete, insert, cut, copy, move and paste, add bold, italics, underline, 
font size, font style, small capitals and centring, insert and delete page 
breaks, apply automatic or manual numbering to paragraphs (to a 
maximum of two levels), adjust paragraph styles (using text alignment, 
bullets, indentation), create and amend headers and footers, adjust page 
setup – orientation, adjust margins, line spacing and justification, insert 
manual and automatic page numbering  
Format tables 
Insert columns and rows, apply shading and borders, show or remove  
gridlines, align cell content (ie left, right, centre)  
Special characters  
Currency characters, © copyright sign, @ sign, TM trademark sign 
Graphics 
ClipArt, pictures 
Relevant additional information  
Insertion points, standard clauses/ phrases, attestation clauses, jurats, 
concluding and signatory clauses. 

 

Guidance 

1.9 The learner will be able to comply with written instructions and 
interpret amendment and correction signs, including checking 
documents for accuracy. See assignment guide for list of correction signs 
1.10 See assignment guide for list of abbreviations. 

 
 
 
 


