900 Florida Forms with

Step-by-Step Procedures

Prepare documents quickly
and correctly with this
practice-proven resource

housands of secretaries, paralegals, and attorneys have
relied on Florida 1.egal 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:

e Whom to serve

* \Who receives copies

e QOther filing requirements and fees

* How many copies to make

e Cross-references to related procedural explanations

e 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.

Comprehensive Coverage of Seven Major Topics

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
e Civil Litigation

e Dissolution of Marriage
e Guardianship

e Criminal Law

e Estate Planning and Administration

Book and CD
only $129

Florida
Legal Secretary

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

— L.M., Miami

Paralegals, Legal Secretaries, and
Attorneys All Agree on the Value of
Florida Legal Secretary

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
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0 Forms on CD

N THE CIRCUIT COURT OF THE

interested] persons, other than petition, waiving the filing of a final nccounting.

Petitioner hns fully ndministered this estate by making payment,
sition of all clabis an s thy

i maling provision or the puyment of all pates s
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4. Petitioner has filed all estate tax returns with the Internal Reven

obtained and filed with this court evidence of the satisfaction of this estate’s
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5745 Letters of Adminisi
(FS §733.2123; FPI

COUsonipn R Estate Forms
FROBATE [HVISION File &
TR TR S Durable Power of Attorney, Living Will, Estate Plan Data Sheet, Last Will and
Dot ' Testament, Codicil, Testamentary Trust, Irrevocable Charitable Trust, Irrevocable
Gift Trust Agreement, Grantor Retained Annuity Trust, Revocable Trust
PETITION FOR DISCHARGE Petition to Determine Exempt Property, Disposition of Personal Property
P o pemonal mpentatioeof et el | \Without Administration, Probate Schedule, Petitions for Family Administration,
. _a resident of. comy. || Petitions for Summary Administration, Notice to Creditors, Orders Admitting Will
i _i?_ anl Lotters of Administration were s @ Probate
it oo Kl S i o Y] Ao g oonlalaiow . Checklist for Formal Administration, Petition for Administration, Formal Notice
s ottt acotang 1o ity maiver sty || Of Petition for Administration, Order Admitting Will to Probate and Appointing

Personal Representative, Letters of Administration, Statement Regarding Creditors,
el Tnventory, Statement of Claim, Objection to Claim

Petition to Enforce Payment of Claim, Petitions for Allocation of Spouse’s

Servie i with the Depariment o Reverus of the Stteof Floria, nd has. || Share, Petition for Determination of Elective Share, Petition to Determine

Eid o obligatians for both foderal and Florida estte taxes, if any. Homestead Status of Real Property, 8 Orders to Determine Homestead Status of

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

wn

S35 Carporate Shares;
Stock Certificates
(S 5607.0601-.0626)

§21351 Comporate Shares

® Forma on CO:

a_n.-,umuwmu-.
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§574.6 Notice of Administration
(FS §733.2 R 5.240

The first moeting of the board of directors of
. was held at i + Florida, on the___ day of S
pursuant to call and notice by the acting secretary.

The mesting was calied to order by + the salo direcior s elected by the shanshold-
ors of the corporation.

TICKLER/CHECKLIST FOR INCORPORAT By mation duly made, seconded, and carried, ‘was chosen as chairman and
wikh chosen as secretary of the mesting. The positions were accepted by the persons who
then procesded 1o camy out their dutios.

The chairman announced that the meeting was to be held in compliance with Florida
Statutes.

mmwammmmmwmwﬂoﬂmmwm
the aftairs of the 1he bylaws having bee which was
read, section by section. Upon motion duly made, seconded, lludumlmull‘rmwlm
ing reschution was passed:

RESOLVED that the proposed bylaws as adopted by the incomparators be adopted as
the rules of the Corporation.

The chairman called for the nomination of officers. The following persons wers nominated
for officers of the corporation, 1o serve for the term provided in the bylaws:
‘adopted:
Preaident/Vice President
SecretaryTreasurer

Upan mation duly made, secanded, and approved, the nominess wine slected by scclama-
Yon to serve for the term provided in the bylaws.

About the Book

Florida 1egal 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.

About the Author

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
FLLA 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.

Business Forms

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 Ledget,
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
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IN THE CIRCUIT COURT OF THE
SECOND JUDICIAL CIRCUIT IN
AND FOR COUNTY, FLORIDA

CIVIL DIVISION

CAsewo. ===
FLORIDA BAR NO.

Plaintitt,

_. and

Datondanis,

NOTICE OF TAKING DEPOSITION DUCES TECUM

10  Esg
Attarney for Delendant
ACCFESS

¥YOU WILL PLEASE TAKE NOTICE that the Plaintiff will take the following
deposition:

DATE: + . 19
TIME: —_ am. EASTERN DAYLIGHT SAVINGS TIME
DEPONENT. Designes(s) of Company

Civil Litigation Forms

STATE OF FLORIA
CORNTY O LB

MEICRE ME, ths snderigend ssoery. per
- b, st

2 ooy o s crmsract s ached vt e
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* Complaisi
= CIvE v Shert

Contingent Fee Contract, Authorizations, Letter Requesting Medical Records, Complaint
R ' 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 Default, Interrogatories, Motions for Protective Order, Motion to Quash
s pesme e || 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

Motion for Judgment on the Pleadings,

5

IN THE CIRCUIT COURT OF THE
IN AND FOR

TE OF FLORIDA,

S Miew pages for imiruction: an wting £

i — #7236  Notices Required

Trmasnd for Speody Trial
i Y Tl 47261 Notice of ANKI (Rule 3.200)
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IN THE CIRCUIT COURT OF THE JUDICIAL CIRCUIT
I AN FOR COOWTY, FLORIDA

STATE OF FLORIDA,

JUDICIAL CIRCUIT
COUNTY, FLORIDA

IVISION
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ng the existence
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search warrant was is
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The affidavits of the applic [name and official

prusecetiag soracy, the coun miy

Criminal Law Forms

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 Supptess 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

JUDICIAL CIRCUIT
FLORIDA

gned counsel,

to dismiss

ssistant

e Defendant plead gui

Questionnaire, Petition to Expunge or Seal




Real Estate Forms

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
b Asplirihat bl 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

CONTRACT FOR DEED

THIS INDENTURE, entered into this day of . an . - . . .
Pt b d i Data Checklist, Closing Checklist, Estoppel Letter, 6 Affidavits, 4 Partial Releases of
harainalior lled the Seller nd ol . . . . .
harainaliet callad the Purchaser, Mortgage, Satisfaction of Mortgage, Complaint to Foreclose a Mortgage, Notice of Lis
WITNESSETH . . .
That the Seller agraes to sell to the Purchaser, and the Purchaser agrees to Pendens, Flna.l Judgl’Ilent Of FOteClOSure, Motion for Summary Flnal Judgment
buy fram the Seller, the fallowing described real estate, situate, lying and g o o o .0 9
Being in Leen County, Florida, to-wit 4 Residential Leases, Complaint for Eviction and Damages, Action for Back Rent and
[Proporty Description] Damages, Eviction Summons, Writ of Possession
For the price of Dellars (S ) of which
purchase money the Purchaser has paid Dollars (§ }
the receip! whereo! (s hereby acknowledged, and has agreed 1o pay the balance e Fremin, Livi. Secwsiary &
at 1% ) &t the rate of not less than § o
monthly, principal and interas! inclusive, with interast from date at
percent | ) per annum, adjusied monthly for a period af

months, with ne propayment penalties, beginning the day of .

The :,I;Tnpl::::'.:ljolrnn:nlr":‘:c:‘nluu neroct covenants far himself, his I THE CIRCUIT COURT OF THE .

B e wr 5. r: JUDICIAL CIRCUIT IN
heirs and assigns that the above described real estate shall be subject to all AND FOR _____ COUNTY, FLORIDA .

restrictions and covenants appearing on public record. Purchaser covenants o

keep said property in goad repair, free from any waste or deterioration, and CASE NO.

covered by hazard insurance in an amoun! sullicient to replace or repair the DIvisTOW: "

impravamants therean to their prosent condition, as wall as fability insur DN BE: The Marriags of

ance providing standard coverage as wall as coverage for tonant claims thare-

undor .
During the term of this Agroement, Purchaser agreas that no modifications Patitioner Husband,

or alterations shall be made 1o sald properly without the peior written con and

sent af Sellar and any parmanent improvemants or alterations so made shall

become the property of Sellar if this agrasment tarminates in any mannar other

Respondent /Wi fe.

than conveyance by deed fram Seller to Buyer - o Divben and Liews
During the term of this agresment, Purchaser shall remove and discharge T L B A, » I"'“-‘ ; wver o Sake or
a1 his cost and expenss, any liens, encumbrances, and charges upon tha proper- el mul s e MR Y
ty tor work authorized by Purchaser which arise out of the use or occupancy of FINE O I, RN A (Notary)
the property or by reason of the furnishing of labor, supplies, or materials I [full legal nams] = £ AT DAL o 4 o
the [check one only] ( ) Husband ( | Wife, being sworn, certify © A Servey Usebamgrd)
that the following statements are true: = Survepee's Affdavit BME2D Hems to be Obsinined by
Saw blas pages for imsbrThim on wiing (71 Seffer ut Closing
1. JURISDICTION/RESIDENCE. [ ) Husband [ ) Wife has A
— (have} lived in Florida for at least & months before the §145  Clodng Papers

4407 Duscuurmion o8 Husmunc i filing of this Petition for Dissolution of Marriage

FU51 Tacems fo be Obtained by
2. The husband [check one only] ( ) is ( ) ia not a member Tayer at Closing

of the military service.
The wife [check one only] [ ) is [ )} is not a member of the 1
military service.

gy seqpuiond iendet the 1414, Parngraphs

3.  MARRIAGE HISTORY
Date of Marriage: —
Flace of Marriage: [cicy, state, country]
Date of Separation: . 20_.

4. DEPENDENT OR MINOR CHILDHEN
[check all that apply]
a The wife is pregnant. Baby is due on:

Idazal.

minor (under 18) child(ren) common to

HIl Special Alcgations o
both parties are:

Spocial e that may b alicged is & Ssscle-
pettien Il

Sew blre poges for iitrction: o uing €0,

M cuianty
e et bl seppuet

permancni slimeny o B3 Ol Cover Sheet

e et e Dissolution of Marriage Forms
e U Dissolution Information, Child Support Guidelines Worksheet, Motions for Temporary
T Core et 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

§12 Proparing the Petition

ATl conan decuamais, inchading e Petition for

denils of the muriage. Farsgraphn. 0 aen o e gl

Comments From Your Collegues

Paralegals Legal Secretaries

“I am currently enrolled in a paralegal certification program and “I'm glad that someone finally realized the need for a work such
have found that (it) has been on-line in every topic.” — D.H., Boca as this.” — S.R., Altamonte Springs
Raton

“(It) has been by my side ever since I started as a legal secretary
“...like a Bible to me!” — C.A., West Palm Beach neatly 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.

Attorneys

“I request that each new secretary in our office review the vol-
“I’m an attorney, working without a full-time secretary, and I find umes.” — J.E, Naples

1 i k 1.” —S.F, Jack ill . . . .
use this book a great dea S.E, Jacksonville “We all use (it), and I use it on an almost daily basis.” — BR.,

“Simple, straight-forward, easy to use.” — WK, St. Petersburg Orlando



Abbreviated Contents

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




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
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“How, What and When”

for Florida Law Oftices

Florida 1egal 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:

Civil litigation Organizing businesses
e How to prepare, file, serve, and amend e Reserving corporate names
pleadings ¢ Preparing and filing corporate formation
® Preparing and serving written discovery documents
® How to prepare and file discovery motions * Housekeeping matters
e (Getting ready for trial e Forming LLCs and general and limited
e Enforcing judgments partnerships
® Mergers and dissolutions
Real estate
e Preparing purchase and sale documents Plus similarly-detailed procedures and
e How to prepare the mortgage forms for:
e Steps for closing sales e Dissolution of marriage
® How to foreclose mortgages, agreements e Estate administration

for deeds, and statutory liens

Ower 900 forms on CD, plus
e Drafting leases and terminating rental over 1,100 pages of step-by-step

agreements Defci’s in$ide oo procedures. Only $129

e Criminal litigation



