
“Without a doubt the best of its
kind I have ever run across.”

– L.M., Miami

PPaarraalleeggaallss,,  LLeeggaall  SSeeccrreettaarriieess,,  aanndd
AAttttoorrnneeyyss  AAllll  AAggrreeee  oonn  tthhee  VVaalluuee  ooff
FFlloorriiddaa  LLeeggaall  SSeeccrreettaarryy

Paralegals
“I cannot tell you how invaluable these volumes
have been to me in the years I have spent in the
legal field.” – B.P., St. Petersburg

Legal Secretaries

“The most comprehensive and informative
guide for legal secretaries, and written in lay-
man’s terms...” – A.L., West Palm Beach

Attorneys

“Florida Legal Secretary should have its title
amended to Florida Attorney’s Handbook.”

– M.B., Ft. Lauderdale

PPrreeppaarree  ddooccuummeennttss  qquuiicckkllyy  
aanndd  ccoorrrreeccttllyy  wwiitthh  tthhiiss  
pprraaccttiiccee--pprroovveenn  rreessoouurrccee

T housands of secretaries, paralegals, and attorneys have
relied on Florida Legal Secretary to help them complete
unfamiliar or complicated tasks.

This book-and-CD package provides litigation and transaction-
al forms with completion instructions and filing procedures. Each
of the more than 900 forms on CD comes with a quick-reference
procedure section in print that details:

•• Whom to serve

•• Who receives copies

•• Other filing requirements and fees

•• How many copies to make

•• Cross-references to related procedural explanations

•• Additional documents to prepare

Instead of digging through old files, needlessly calling the court
clerk, or receiving returned, unfiled documents, you can now have at
your fingertips the necessary forms, as well as detailed explanations of
how to use them.

CCoommpprreehheennssiivvee  CCoovveerraaggee  ooff  SSeevveenn  MMaajjoorr  TTooppiiccss

Whether you are new to a particular field of law, taking on an
unusual case, preparing for paralegal certification, or simply eager to
ensure an end to costly mistakes, Florida Legal Secretary is the book for
you. It covers the most common areas of Florida law, including:

•• Real Estate

•• Business Organization

•• Civil Litigation

•• Dissolution of Marriage

•• Guardianship

•• Criminal Law

•• Estate Planning and Administration

900 Florida Forms with 
Step-by-Step Procedures
900 Florida Forms with 
Step-by-Step Procedures

Book and CD 
only $129



EEssttaattee  FFoorrmmss
Durable Power of Attorney, Living Will, Estate Plan Data Sheet, Last Will and

Testament, Codicil, Testamentary Trust, Irrevocable Charitable Trust, Irrevocable
Gift Trust Agreement, Grantor Retained Annuity Trust, Revocable Trust

Petition to Determine Exempt Property, Disposition of Personal Property
Without Administration, Probate Schedule, Petitions for Family Administration,
Petitions for Summary Administration, Notice to Creditors, Orders Admitting Will
to Probate

Checklist for Formal Administration, Petition for Administration, Formal Notice
of Petition for Administration, Order Admitting Will to Probate and Appointing
Personal Representative, Letters of Administration, Statement Regarding Creditors,
Inventory, Statement of Claim, Objection to Claim

Petition to Enforce Payment of Claim, Petitions for Allocation of Spouse’s
Share, Petition for Determination of Elective Share, Petition to Determine
Homestead Status of Real Property, 8 Orders to Determine Homestead Status of
Real Property, Petition Determining Exempt Property

Final Accounting of Personal Representative, Schedules A-F, Petition for
Discharge, 4 Waivers of Accounting, 3 Personal Representative’s Certificate of
Distribution, Order of Discharge

Partial List of 900 Forms on CD

AAbboouutt  tthhee  BBooookk

Florida Legal Secretary includes two volumes and a CD-ROM.
The sturdy linen binders contain over 1,100 letter-sized pages
of step-by-step procedures, and the CD-ROM has over 900
forms in Word and Adobe Acrobat formats.

Updates cost $89. The updated book and CD-ROM together
cost $129, and may be reviewed for 30 days without obligation.

AAbboouutt  tthhee  AAuutthhoorr

Kathleen J. Hill, PLS, CLA is a Paralegal for the General
Counsel, State of Florida Department of Management Services.
Previously she was the President of Paralegal & Attorney Service
Bureau, and owned and managed Capitol Services in Tallahassee.

Kathi is past president of Florida Legal Assistants and has
served as an officer, board member, and committee chair for both
FLA and the National Association of Legal Assistants. She is a past
president of Tallahassee Legal Secretaries Association and a past
member of the advisory board for Professional Legal Assistants.

BBuussiinneessss  FFoorrmmss
Tickler/Checklist for Incorporation, Checklist for the Formation of a Small

Closely-Held Corporation, Areas to be Discussed with Corporate Bookkeeper,
Letter Reserving a Corporate Name, Name Reservation – Registration with
Trade-Service Mark, Mark Renewal Application

Instruction and Transmittal Letter for Articles of Incorporation, 3
Articles of Incorporation, Waiver of Notice of Organizational Meeting,
Bylaws, Minutes of First Meetings, Minutes of Second Quarterly Meeting

S Corporation Election, 1244 Stock Resolution, Stock Transfer Ledger,
Amendments to Articles, Plan of Merger, Articles of Merger

Pre-Partnership Employment Agreement, Partnership Agreement,
Designation of Managing Partner, Amendment to Partnership Statement,
Dissolution of Partnership Agreement, Joint Venture Agreement,
Instructions for Limited Partnership, Certificate of Limited Partnership,
Articles of Limited Partnership, Supplemental Affidavits of Capital
Contributions

Instructions for a Limited Liability Company, Transmittal Letter, Articles
of Organization, Affidavit of Membership and Contributions, Certificate of
Conversion, Instructions for Amending Articles of Organization, Certificate
of Amendment, Supplemental Affidavit of Capital Contributions,
Instructions and Articles of Dissolution

Statement of Registration of Limited Liability Partnership, Instructions for
Application for Sales and Use Tax Registration, Sales and Use Tax Return,
Application for Employer ID Number, Report to Determine Employment
Status, Application for Registration of Fictitious Name, Notice of Fictitious
Name



CCiivviill  LLiittiiggaattiioonn  FFoorrmmss
Contingent Fee Contract, Authorizations, Letter Requesting Medical Records, Complaint

Instructions and Civil Cover Sheet, Motion for Change of Venue, Motion for Temporary
Injunction, Summons, Notice of Action, Waiver of Service of Process

Answer, Motion for More Definite Statement, Motion for Judgment on the Pleadings,
Motion for Default, Interrogatories, Motions for Protective Order, Motion to Quash
Motion to Produce, Subpoenas Duces Tecum, Plaintiff ’s Request for Admissions, Motions
to Dismiss, Plaintiff ’s Motion for Summary Judgment

Deposition Digest, Deposition Index, Pretrial Conference Order and Notice of Trial,
Venire, Trial Preparation Information, Motion for Rehearing, Motion for New Trial, Writs
of Attachment, Writ of Garnishment, Motion for Contempt and Notice of Hearing

CCrriimmiinnaall  LLaaww  FFoorrmmss
Notice of Appearance and Request for Copy of Formal Charge, Entry of Plea, Motion

for Pretrial Release, Application for Modification of Bond, Motion for Reduction of Bail,
Motion for Probable Cause Determination, Motion for Statement of Particulars

13 Motions to Dismiss, 5 Motions for Continuance, Case Management Report, 6
Motions to Suppress Evidence, Motions to Suppress Statements, Motion to Take
Deposition to Perpetuate Testimony

Demand for Speedy Trial, Waiver of Speedy Trial, Notices of Alibi, Notice of Discovery,
Answer to Demand for Discovery, Reciprocal Discovery, Defendant’s Disclosure

9 Motions to Compel, Motion in Limine, Motion for Order to Show Cause, Juror
Questionnaire, Petition to Expunge or Seal



Comments From Your Collegues

Dissolution of Marriage Forms

Dissolution Information, Child Support Guidelines Worksheet, Motions for Temporary
Support, Petition for Temporary Custody, Petitions for Dissolution of Marriage, Family
Law Financial Affidavits

Motion for Temporary Injunction, Motion for Eviction, Summons, Notice of
Commencement of Action, Answers to Petition, Motion for Default

Marital Settlement Agreements, Subpoenas, Request to Produce, Request for
Admission, Motion for Appointment of Guardian Ad Litem, Motion for Referral to
General Master

Questions to be Asked at Dissolution Hearings, Final Judgments, Final Disposition
Form, Supplemental Petitions, Supplemental Final Judgments, Motion for Contempt,
Petition for Separate Maintenance, Affidavit and Motion for Waiver of Fees, Petition for
Injunction for Protection Against Domestic Violence

PPaarraalleeggaallss

“I am currently enrolled in a paralegal certification program and
have found that (it) has been on-line in every topic.” — D.H., Boca
Raton

“...like a Bible to me!” — C.A., West Palm Beach

AAttttoorrnneeyyss

“I’m an attorney, working without a full-time secretary, and I find
I use this book a great deal.” — S.F., Jacksonville

“Simple, straight-forward, easy to use.” — W.K., St. Petersburg

LLeeggaall  SSeeccrreettaarriieess

“I’m glad that someone finally realized the need for a work such  
as this.” — S.R., Altamonte Springs

“(It) has been by my side ever since I started as a legal secretary
nearly four years ago.” — J.M., Winter Park

“This is the only book I have used that tells all — why, how and
where — and shows the necessary forms.” — N.C.

“I request that each new secretary in our office review the vol-
umes.” — J.F., Naples

“We all use (it), and I use it on an almost daily basis.” — B.R.,
Orlando

RReeaall  EEssttaattee  FFoorrmmss

Contract for Sale and Purchase, 3 Options to Purchase, Deposit Receipt and Offer with
Acceptance, Short Form Executory Contract, Right of First Refusal, Additional
Provisions

Summary of Title Examination, Title Opinion Letter, Quit Claim Deed, Release of
Judgment, Estoppel Letter, 4 Deeds, Bills of Sale, 3 Promissory Notes, 8 Mortgages,
Riders, Accelerate Payment Note

Data Checklist, Closing Checklist, Estoppel Letter, 6 Affidavits, 4 Partial Releases of
Mortgage, Satisfaction of Mortgage, Complaint to Foreclose a Mortgage, Notice of Lis
Pendens, Final Judgment of Foreclosure, Motion for Summary Final Judgment

4 Residential Leases, Complaint for Eviction and Damages, Action for Back Rent and
Damages, Eviction Summons, Writ of Possession



1. Real Estate
Classifications of Property, Source of Title, Locating the

Property, Official or Public Records, Conveyance of Real Property
Rights of Owners: Estates, Concurrent Ownership, Limitations

and Restrictions, Private Property Rights Protection Act
The Transaction: Option and Contract for Sale, Title

Search/Examination or Title Insurance, Clearing the Defects, Prior
to Closing, Typing Real Property Descriptions, Deed, Mortgage
and Promissory Note

Steps for Closing: Preparation by Seller’s Attorney, Preparation
by Buyer’s Attorney, Fees and Expenses at Closing, Closing
Statement, Closing Papers

Foreclosure of Mortgages, Agreements for Deed and Statutory
Liens: Parties, Venue, Complaint and Notice of Lis Pendens,
Service of Process, Order to Show Cause, Entry of Final
Judgment, Default, Summary Judgment

Landlord/Tenant: Nonresidential Tenancies, Residential
Tenancies, Right of Action for Possession, Defenses to Action for
Rent or Possession, Injunctive Orders, Disbursement of Funds in
Registry of the Court, Issuance of the Writ of Possession, Award of
Possession and Money Judgment

Glossary of Terms

2. Business Organizations
Types, Checklist, Financing
Corporations: Formation, Organizational Meeting, Amendment

and Restatement, Mergers, Meeting of Shareholders, Meeting of
Board of Directors, Role of Legal Secretary, Uniform Business
Report (Annual Report), Dissolution, Withdrawal, and Reinstatement

General Partnerships: Revised Uniform Partnership Act,
Formation, Pre-Partnership Agreement, Execution, Filing, and
Recording of Partnership Registration, Partner’s Liability,
Conversions and Merger, Dissolution, Joint Venture

Limited Partnerships: Formation, Certificate, Amendment,
Restatement, and Cancellation of Certificate, Conducting the
Business, Foreign Limited Partnerships, Annual Reports,
Conversions and Mergers, Dissolution

The Limited Liability Company: Fees and Costs, Formation,
Articles of Organization, Filing Requirements, Amendments or
Restatements, Correcting Articles, Merger, Conversion,
Dissolution, Withdrawal of Foreign LLC

Registered Limited Liability Partnerships: Formation, Annual
Report, Foreign Partnership, Limited Liability Limited Partnership

Sole Proprietorships, Fictitious Name Statute, Glossary

3. Civil Litigation
Role of the Legal Secretary, Jurisdiction and Venue, Parties,

Limitation of Actions, Times for Filing, Preparation of Documents
for Filing: Court Requirements, Indigence

The Complaint: County Court, Form of Complaint, Civil Cover
Sheet, Pleading Special Matters, Amendment to Complaint,
Amended and Supplemental Pleadings, Procedure Checklist,
Venue, Choice of Forum, Filing Documents

Process: Personal Service, by Publication, by Mail, Service of
Pleadings and Papers, Service of Orders, Circuit Directory, Directory
of Clerks and Sheriffs

Responsive Pleadings: Answer, Counterclaim, Crossclaim,
Third Party Practice, Defenses and Motions, Default

Discovery: Scope, Experts, Claims of Privilege, Protective
Orders, Depositions, Interrogatories, Production of Documents,
Request for Admissions, Examination of Persons, Motion
Compelling Discovery, Demand for Jury Trial, Other Pretrial Actions

Before Trial: Summary Judgment, Pretrial Procedure,
Continuance of Proceedings, Proposals for Settlement, Mediation,
Expedited Trials

Trial: Setting the Case, Trial by Jury, Working with the Attorney,
Jury Instructions, Verdicts, Final Judgment, Final Disposition Form 

Post-trial: Motions for New Trial, Relief From Judgment,
Executions and Final Process, Enforcement, Deposits, Injunctions,
Rules Time Chart, Sheriff’s Fees and Costs

4. Dissolution of Marriage
Role of Legal Secretary, Jurisdiction, Venue and Choice of

Forum, Grounds, Simplified Dissolution, Filing Requirements,
Computing Time for Filing

Petition: Special Allegations, Preparing the Petition, Civil Cover
Sheet, Procedure, Mandatory Disclosure, Child Custody
Declaration, Injunctions and Eviction, Notice of Social Security
Number

Service of Process: Personal Service, Constructive Service, by
Mail, Pleadings and Papers

Responsive Pleadings: Answer, Waiver, Counterclaim, Default
Before the Final Hearing: Marriage Settlement Agreements,

Depositions, Interrogatories, Production of Documents, Other
Pretrial Actions, Appointment of Guardian ad Litem, Pretrial
Procedure, Referral to Master, Mediation of Contested Issues

Final Hearing, Post-judgment, Miscellaneous Proceedings,
Uniform Interstate Family Support Act

5. Estate Planning & Administration
Durable Power of Attorney, Health Care Advance Directives,

Health Care Surrogate, Living Will, Absence of Directives
Wills and Codicils: Requirements, Writing the Will, Procedure,

Revocation
Trusts: Testamentary, Irrevocable, Revocable, Reverter, Legal

Secretary’s Role, Procedure
Estate Administration: Production and Proof of Wills, Filing

Evidence of Death, Disposition of Personal Property w/o
Administration, Adversary Proceedings, Notice and Filing,
Miscellaneous Estate Procedures

Elective Share: Property Entering into Elective Estate, Source
from Which Elective Share Payable, Abatement, Liability of Direct
Recipients and Beneficiaries, Valuation of Property, Effect of
Election, Protection of Payors

Family Administration: Requirements, Petition, Notice to
Creditors, Procedure, Distribution, Role of the Legal Secretary

Summary Administration: Requirements, Petition, Procedure,
Distribution, Role of the Legal Secretary

Formal Administration: Service of Pleadings and Papers, Filing
Documents, Time, Requirements, Petition, Issuance of Letters,
Inventory, Creditors’ Claims, Special Procedures, Taxes

Closing the Estate: Extensions of Time, Petition for Discharge
and Final Accounting, Waivers, Distribution and Final Discharge,
Subsequent Administration, Role of Legal Secretary, Ancillary
Administration, Glossary

6. Guardianship

7. Criminal Law
Role of Legal Secretary, Calendar/Docket Control, Service of

Pleadings and Papers, Filing Documents
Arrest Through Arraignment: Preliminary Proceedings, Procedure

After Arrest, Pretrial Probable Cause Determination and Preliminary
Hearings, Formal Charges by Indictment or Information,
Joinder/Severance of Offenses and Defendants, Arraignment and
Pleas, Role of the Legal Secretary

Pretrial Procedure: Pretrial Motions, Suppression of Evidence,
Deposition to Perpetuate Testimony, Speedy Trial, Notices
Required

Discovery: Disclosure to Prosecution, Prosecution Discovery
Obligation, Defense Obligations, Discovery Depositions, Protective
Orders, Compelling Discovery, Sanctions, Other Motions

Trial by Jury, Trial Procedure, Verdict, Post-trial, Petition to
Expunge or Seal

Sentencing: Pre-sentence Investigation and Report, Sentencing
Guidelines, Concurrent vs. Consecutive Sentences, Sentencing
Hearing, Capital Felonies, Sentence of Death or Life Imprisonment
for Capital Drug Trafficking Felonies, Probation and Community
Control, Correction, Reduction, and Modification of Sentences

Post-conviction Relief

AAbbbbrreevviiaatteedd  CCoonntteennttss



“How, What and When”
for Florida Law Offices

“How, What and When”
for Florida Law Offices

CCiivviill  lliittiiggaattiioonn
•• How to prepare, file, serve, and amend

pleadings
•• Preparing and serving written discovery
•• How to prepare and file discovery motions
•• Getting ready for trial
•• Enforcing judgments

RReeaall  eessttaattee
•• Preparing purchase and sale documents
•• How to prepare the mortgage
•• Steps for closing sales
•• How to foreclose mortgages, agreements 

for deeds, and statutory liens
•• Drafting leases and terminating rental

agreements

OOrrggaanniizziinngg  bbuussiinneesssseess
•• Reserving corporate names
•• Preparing and filing corporate formation

documents
•• Housekeeping matters
•• Forming LLCs and general and limited 

partnerships
•• Mergers and dissolutions

PPlluuss  ssiimmiillaarrllyy--ddeettaaiilleedd  pprroocceedduurreess  aanndd  
ffoorrmmss  ffoorr::

•• Dissolution of marriage

•• Estate administration

•• Criminal litigation

Florida Legal Secretary is different from other legal references. Instead of detailed expositions of the
law, it consists of hundreds of nuts-and-bolts procedures and completed forms:

Over 900 forms on CD, plus 
over 1,100 pages of step-by-step 

procedures.  Only $129Details inside…

Four Easy Ways to Order...
MAIL: James Publishing, Inc. / P.O. Box 25202 / Santa Ana, CA 92799-5202 PHONE: 800-440-4780 FAX: 714-751-2709 INTERNET: www.jamespublishing.com

Copyright © 2009 James Publishing 

YES! Please send me Florida Legal Secretary. Within 30 days, I will honor your invoice or return both volumes and the CD-ROM unmarked. If I send pay-
ment now, I will save $8.95 in shipping and still have the same 30-day return privileges. Updates will be sent to me on the same 30-day examination basis. I
may cancel the update service at any time. FLS8fl

Please complete all blanks, providing a street address for your office.

Printed Name: 

Firm Name: 

Office Address: Suite: 

City, State, Zip: 

Telephone: ( ) Fax: ( ) 

Bar #: E-mail: 

Signature: 

Prepay and save $8.95 shipping
Check enclosed for $129 (Make check payable to James Publishing)

Charge $129 to my credit card:   Visa    Mastercard    AMEX

Card #: Exp. Date: 3(or 4)-digit security code:

Invoice option
(I do not wish to take advantage of 
the free shipping offer)

Bill firm $137.95 (shipping included)

Bill me the same
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