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Course Summary

Magna Skills presents the Drafting Legal Documents course, designed to equip legal professionals with the essential skills and
knowledge required to draft clear, precise, and effective legal documents. This course covers the principles of legal writing,
structure, language, and style necessary for creating various legal documents, including contracts, agreements,
memorandums, and briefs.

The Drafting Legal Documents course by Magna Skills provides a comprehensive approach to mastering the art of legal
drafting. Participants will gain practical skills and knowledge essential for creating effective and precise legal documents.
Through detailed modules, this course prepares legal professionals to draft documents that meet professional standards and

legal requirements.

Course Objectives

Master Legal Writing Techniques:
© Understand the principles of effective legal writing.
© Learn the importance of clarity, precision, and conciseness in legal documents.

Understand Document Structure:
o Gain knowledge of the standard structure and components of legal documents.
© Learn to organize and present information logically and coherently.

Develop Skills in Legal Language and Style:
© Learn to use appropriate legal terminology and language.
© Understand the importance of tone, style, and readability in legal documents.

Draft Various Types of Legal Documents:
© Gain practical experience in drafting contracts, agreements, and other legal documents.
© Learn the specific requirements and conventions for different types of legal documents.

Review and Edit Legal Documents:
o Develop skills in reviewing and editing legal documents for accuracy and compliance.
o Learn techniques for proofreading and ensuring legal documents are error-free.

Course Outline
Module 1: Principles of Legal Writing

® Fundamentals of legal writing



* Importance of clarity and precision
* Techniques for effective legal communication

Module 2: Structure of Legal Documents

¢ Standard components of legal documents
® Organizing information logically
® Creating coherent and structured documents

Module 3: Legal Language and Style

® Using appropriate legal terminology
* Tone and style in legal writing
* Enhancing readability and comprehension

Module 4: Drafting Contracts and Agreements

* Key elements of contracts and agreements
® Common clauses and their drafting
* Ensuring enforceability and compliance

Module 5: Drafting Memorandums and Briefs

® Structure and components of memorandums and briefs
* Techniques for persuasive legal writing
* Presenting arguments and legal analysis effectively

Module 6: Drafting Legal Correspondence

* Types of legal correspondence
* Formal and informal legal letters
e Communicating effectively with clients and stakeholders

Module 7: Legal Document Review and Editing

® Techniques for reviewing legal documents
¢ |dentifying and correcting errors
® Ensuring accuracy and compliance



Module 8: Proofreading Legal Documents

* Importance of proofreading in legal drafting
® Common proofreading techniques
* Ensuring error-free legal documents

Module 9: Case Studies and Practical Exercises

* Real-world legal drafting scenarios
* Practical drafting exercises
* Application of learned concepts in practice

Module 10: Best Practices in Legal Drafting

® Best practices and guidelines for legal drafting
® Avoiding common pitfalls and mistakes
* Continuous improvement in legal drafting skills

Who Can Attend:

Lawyers and legal practitioners

Paralegals and legal assistants

Law students and graduates
* | egal professionals seeking to improve their drafting skills
® Anyone involved in creating or reviewing legal documents

This course is designed to provide participants with the essential skills and knowledge needed to draft effective legal
documents, ensuring they meet professional standards and legal requirements.
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Company Overview

Who We Are: Magna Skills is a premier training and capacity-building organization specializing in professional development
for government institutions, NGOs, and the private sector.

Our Mission: To provide world-class training solutions that equip professionals with the expertise needed to excel in their
careers and contribute meaningfully to their organizations.

Our Vision: To be the leading provider of professional training and development across Africa, fostering excellence,
innovation, and capacity-building in public and private sectors.

Core Values

Excellence — Delivering high-quality training tailored to meet the evolving needs of professionals.

Integrity — Upholding the highest ethical standards in all our engagements.
* Innovation — Embracing new technologies and methodologies to enhance learning experiences.
® Customer-Centric Approach — Ensuring client satisfaction by providing relevant, practical, and impactful training.

Collaboration — Partnering with industry experts and institutions to provide the best learning opportunities.

Our Training Methodology

We use a blended learning approach that includes instructor-led training, case studies, workshops, and post-training support.

Why Choose Magna Skills?

Experienced Trainers

Customized Training Solutions
* Interactive Learning

Global Recognition

Proven Track Record



Request for Training Form

Complete the form and share with Magna Skills Support Team on email info@magnaskills.com or Send Whatsapp on:
+27630079022

Approval & Authorization

First Name: Course Name:

Last Name: Training Venue:

Mobile: Month:

Email: Training Method: Onine[ ] Faceto Face[ ]
Company Name: Duration:

Country: Number of Staff Members:

By signing this agreement, both parties confirm their commitment to the terms outlined in this proposal.



