
1 
 

Coughlin & Partners LLP 
300 Jay Street, Suite N-622 

Brooklyn, New York 11201 

718.260.5124 / kcoughlin@citytech.cuny.edu 

 

May 15, 2015 

 

Student in Civil Law and Procedure (Law 1103)  

New York City College of Technology 

300 Jay Street 

Brooklyn, New York 11201 

 

Re: Court Observation Assignment 

 

Dear Student: 

 

This letter provides instructions for the Court Observation assignment you are required to 

complete in this course.  It is also a sample of the appropriate format for the "client letter" part of 

the assignment.   

 

Your Task 

 

Each student shall observe a civil trial or hearing in a New York civil trial court, such as New 

York Supreme Court, for at least two hours.  Students shall report on the observation in three 

ways.  

 

OpenLab post: First, within three calendar days after the observation, you will a post short 

reflection on our course OpenLab site.  The primary purpose of the reflection is to provide 

guidance and encouragement to classmates who have not yet completed their observations.  For 

example, you may want to give them a general idea of what to expect at the court; positive 

responses you received from court staff; or days/times when many trials/hearings take place.   

 

Client letter:  Second, by [date], you will submit the first draft of a letter to a client of the 

(fictional) law firm for which you work as a paralegal.  The client will soon be participating in 

the New York civil court system for the first time, as a party to a litigation.  The purpose of your 

letter is to prepare her/him for the experience, as explained further below.  The first draft will be 

returned to you with comments, and you will submit your final draft by [date].    

 

Oral presentation: Third, you will give the class an oral presentation of three to five minutes 

describing your observation experience, at any time to which you and I agree.  You should 

summarize the proceeding you observed; explain how it related to what we have learned in class; 

and note any aspects of your experience that you found particularly interesting.  If you observe a 

proceeding along with other students in our class, you may also give your presentation with 

them.        

 

 



2 
 

Evaluation Criteria 

 

This assignment will be evaluated according to the criteria described in the attached rubrics [to 

be developed].  The entire assignment comprises fifteen percent (15%) of your semester grade: 

2% for the OpenLab post; 10% for the client letter; and 3% for the oral presentation.   

 

The Client Letter 

 

Purpose:  The purpose of the letter is dual:  It should be informative, by providing the reader 

with new information about New York's civil court system.  It should be analytical, by clarifying 

what the reader can expect to experience as a participant in our state's civil court system.     

 

Audience:  As noted above, the audience of the letter is a client of the law firm for which you 

work, who will soon experience the New York civil courts for the first time as a litigant.  You 

have far more knowledge than the client about New York courts; therefore, you are writing from 

a position of substantial authority.   

 

Format:  The format of the letter is a business letter (like this), which is commonly used in legal 

correspondence.  It should include an appropriate heading (like "Coughlin & Partners LLP" 

above; the name and address of the writer, you, including the fictional firm name of your 

choosing).  It should also include an inside address (like "Student in Civil Law and Procedure" 

above; name and address of the recipient, identifying the fictional client of your choosing).  It 

should also include the date, subject ("Re: ___"), and an appropriate greeting and closing (e.g., 

"Dear" and "Sincerely").  It should be two to four pages long, single-spaced with one-inch 

margins (like this). 

Substance:  The letter should explain how our court system works and what the client should 

expect to experience as a litigant, based on what you have learned in our course and what you 

observed at your proceeding.  It should include, but not be limited to, the following information, 

written in paragraph form (not bullets, like here):   

 General information about our civil court system, such as the courts' overall purpose; the 

roles of the participants in litigation; the steps of a litigation; short descriptions of the various 

documents involved; etc. 

 What the client should expect to experience as a first-time litigant, such as individuals with 

whom she/he should expect to interact; how she/he should conduct her/himself; and how 

she/he can expect to be treated by court staff.   

 Anything else you think a litigant should know before her/his first experience in court. 

 

*   *   * 

Good luck, and have fun.  If you have questions, please ask them early and often.     

Sincerely, 

 

Prof. Kerin E. Coughlin    


