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Homework Review!

Wydick Exercises 15, 16: Choose Your Words With Care 

Exercise 16: Avoid shotgunning. Use words of authority with care. 

2. “Termination of Service” in the case of an Employee shall have the 
meaning hereinafter stated for the purposes of this agreement, to wit: any 
cessation of he employee-employer relationship between the Employee 
and the Company for any reason whatsoever, including, but not by way of 
limitation, a termination by reason of the Employee’s resignation, 
discharge, death, disability, or retirement. 

became... 

“Termination of Service” of an Employee in this Agreement means:  the 
end of the employer-employee relationship for any reason. 



Four legal writing scenarios: 

�  Fact sheets"

�  Booklets"

�  Forms"

�  Letters to clients"



Scenario 1: Fact sheet 
Three Sʼs: Fact sheets should be short, sympathetic, 
and cover a single subject.!

�  Step 1. Define your objective."

�  Step 2. Define your audience."

�  Step 3. Identify the readerʼs first question."

�  Step 4. Make a conversation-based outline."

�  Step 5. Write. Edit. Format."



Anatomy of a fact sheet 
  Title"

  Summary sentence(s): This fact sheet explains…"

  Short sections in an intuitive order"
�  Separate with meaningful subheads: a question, 

step, or topic"
�  Use text enhancement sparingly"
�  One topic per paragraph"
�  Use lists, graphics, and tables when appropriate"

  Where to go with questions"



What are legal reasons to evict a tenant? 
There are several situations in which Vermont landlords can evict a tenant. In each situation, the landlord must follow certain rules. 
This table lists valid reasons for eviction and the rules for each reason: 

Reason for eviction  Tenant must be given at 
least ___ days to move out 

Rules 

Tenant owes rent 14 days The eviction notice must list the amount of rent the tenant owes. 

If the tenant pays the amount on the notice and any current rent due 
before the notice expires, the landlord must stop the eviction.  

Exception: If this happens more than twice in one year, the landlord 
can continue the eviction. 

Tenant is involved in 
criminal activity 

14 days The notice does not have to be served by a law enforcement officer. 

Landlord is selling the house 
(private housing only) 

30 days A landlord may only evict a tenant for this reason if: 
 There is no current written rental agreement, and 
 The landlord has signed a contract with the buyer. 

Tenant is disobeying the 
lease (“For cause”) 

30 days The eviction notice may be served: 
 By ordinary mail, or 
 In person. 

Landlord wants to end the 
lease (“No cause”) 

If rent is paid monthly: 
60 days* if tenant has lived 
there for 2 years or less 
90 days* if tenant has lived 
there for more than 2 years 
*Add 30 days if tenant lives in 
Burlingame. 

If rent is paid weekly: 21 days 

The eviction notice may be served: 
 By ordinary mail, or 
 In person. 

A landlord may only evict a tenant for this reason if there is no 
current written lease. 

Some towns have specific rules about no cause eviction. Ask a 
lawyer about your town’s rules.  



STEP ONE: Eviction Notice  
To start any eviction, a landlord must give a written eviction notice to the tenant. This notice is often called a "Notice of Termination of 
Tenancy" or a "Notice to Quit." The type of notice the landlord is required to give a tenant depends upon the grounds for the eviction. These are 
the grounds to start a legal process of eviction: 

Eviction for Nonpayment of Rent 
If the landlord's reason for evicting the tenant is that the tenant has not paid some or all of the rent owed the eviction notice must be in writing. 
The date given in the notice to pay back rent or leave (the "termination date") must be at least 14 days from the date you receive the notice. The 
notice does not have to be served by a sheriff or other law enforcement officer. 

Eviction For Criminal Activity 
If the landlord's reason for evicting the tenant is that the tenant has engaged in criminal activity that affects the health or safety of other 
residents, the landlord must give the tenant notice in writing. The date to leave the premises given in the notice must be at least 14 days from 
the date you receive the notice. The notice does not have to be served by a sheriff or other law enforcement officer. 

Eviction "For Cause" 
Eviction for violating some other aspect of the lease agreement other than nonpayment of rent. If the landlord's reason for evicting the tenant is 
that the tenant broke a part of the rental agreement other then paying rent, the eviction notice may be sent by ordinary mail or hand delivered to 
the tenant. The notice must give the tenant at least 30 days notice from the date you receive it to the date you are asked to leave the premises. 

Eviction for "No Cause" 
If you do not have a written rental agreement with your landlord or you had one but it is now expired, your landlord can legally evict you for no 
reason at all. The eviction notice may be sent by ordinary mail or hand delivered to the tenant. 

If rent is payable on a monthly basis and the tenant has resided on the premises for two years or less, the notice must give the tenant at least 60 
days notice from the date it is received to the time that the letter tells the tenant to leave the premises. 

If the tenant has resided at the premises continuously for longer than two years, the tenant is entitled to 90 days advance notice before the 
termination date. If rent is payable on a weekly basis the notice must provide the tenant with 21 days notice before the termination date. 

Attention Burlington Tenants: Eviction for "No Cause" 
If there is no written rental agreement, the tenant lives in Burlington and pays rent monthly, the tenant is entitled to more advance notice: 

• If the tenant has lived on the premises for two years or less, the landlord must give at least 90 days notice to evict for no cause. 
• If the tenant has lived in the same place continuously for more than two years, the landlord must give the tenant 120 days notice to evict 

for no cause. 

The longer notice periods apply to Burlington tenants only. 











What papers do I serve?
Make copies of and serve:

� The Summons and the Complaint
� Any other papers you filed at court for this

case

Can I be the server?
No. Ask a friend or relative to serve the papers.
Or, you can pay the Sheriff’s Department or
hire a “process server.” Look in the Yellow
Pages, under “Process Serving.”

Remember: The server must:

� Be 18 or over.
� Not be involved in your case.

What does the server do?
The server must:

� Personally give the Defendant a copy of
your court papers.

� Fill out and sign the Proof of Service form
and give it to you.

Can the server mail the papers?
You can only serve by mail if the Defendant is
willing to sign and mail back a Notice and
Acknowledgement of Receipt form saying s/he
received a copy of your court papers.

If the Defendant does mail it back, the server
must fill out a Proof of Service and give it to
you along with the signed Notice and
Acknowledgement of Receipt.

If the Defendant does not mail it back, then you
must do in-person service.

What if the server can’t find the
Defendant to serve in person?
If the server has tried several times, without
success, to serve the Defendant at home or
work, (called a ‘good faith’ effort) ask the server
to follow these steps for substituted service.

How to do Substituted Service:
Tell the server to:
� Give the papers to a responsible adult

where the Defendant lives, or to someone
in charge where the Defendant works.

� Say, “These are court papers.”
� Then, mail (first-class) a copy of the papers

to the Defendant at the same address
where s/he left the papers.

� Fill out and sign the Proof of Service form
and give it back to you.

� Fill out a Declaration of Due Diligence form
to explain in detail everything s/he did to try
to serve the Defendant in person.

What do I do with the completed Proof
of Service?
File your Proof of Service and other court
papers at the Clerk’s Office in Room 103. If
there is a Notice and Acknowledgement of
Receipt, file that too. 

Can ACCESS help me?
ACCESS can only explain how legal papers
must be served.

What if I need more help?
Call the San Francisco Bar Association. Ask for
a lawyer who can help you. If you are low
income, ask them if you qualify for free or low-
cost legal help.

415-989-1616

How to Serve 
(for the person suing)

If you are suing, you are the Plaintiff. The person you are suing is the Defendant. Someone
must serve (give) the Defendant copies of your court papers.

Be careful! There are special rules and strict deadlines for service. If you do not follow them
carefully, you may have to pay a court fine or even start your case again.
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San Francisco Superior Court
400 McAllister Street

Room 208

San Francisco, CA

94102-4514

415.551.5880

www.sfgov.org/courts

53



 

 
 

 

Smallpox Questions and Answers 
 
THE DISEASE 
1.  What is smallpox? 
Smallpox is a serious contagious viral disease that usually causes a severe whole body rash.  The 
rash starts out as red spots that enlarge, become pus-filled and then scab.  Other symptoms 
include fever, lack of energy, headache, backache, and vomiting.  Smallpox is caused by Variola 
virus. 
 
2.  How is smallpox spread? 
In most cases, smallpox is spread from one person to another by face-to-face contact for several 
hours.  During close contact, a “healthy” person can breathe respiratory droplets from a sick 
person.  Individuals with smallpox are most infectious after a rash appears. 
 
3.  How dangerous is smallpox?  Is it fatal? 
The majority of patients with smallpox recover.  Death may occur in as many as three out of every 
10 individuals who become sick with the disease. 
 
4.  Does it leave any permanent scars or disfigurations?   
Permanent scars may occur in 65 to 80 percent of survivors.   
 
5.  If someone comes in contact with smallpox, how long does it take to show symptoms? 
Following exposure, the incubation period is about 12 days, but can range from 7 to 17 days before 
symptoms may show. 
 
6.  Is smallpox contagious before the symptoms show? 
A person with smallpox is sometimes contagious during the period of high fever, a day or so before 
the skin rash, because of lesions in the mouth. 
 
7.  What are the signs and symptoms of smallpox? 
Smallpox begins with a high fever, head and body aches, and sometimes vomiting.  A rash follows 
that spreads and progresses to raised pus-filled bumps that scab and fall off after about three 
weeks, and may leave a pitted scar. 
 
8.  What should a person do if they think they have smallpox? 
Someone who has smallpox symptoms should immediately contact his doctor and avoid contact 
with other people. 
 
9.  How long does it take to diagnose smallpox? 
A physician who has been trained to identify smallpox can identify the disease immediately during 
an examination. 
 
10.  Could others become infected while the diagnosis is pending? 
Patients with symptoms of smallpox are capable of infecting others.  They should be vaccinated 
immediately and avoid contact with others.   
 
11.  Is there any treatment for smallpox? 
There is currently no proven treatment for smallpox.  Patients with smallpox may be comforted 
from therapy such as intravenous fluids, medicine to control fever or pain, and antibiotics for any 
secondary infections that may occur. 
 
12.  Is there a vaccine for smallpox? 
There is an effective vaccine to prevent smallpox (see VACCINATION). 



 

  

The vaccinia virus is spread by touch, not through the air.  There is no need for a vaccinated 
healthcare worker to wear a mask. 
 
34.  How much smallpox vaccine is available in case of a bioterrorism attack 
using smallpox? 
The government currently has 15 million doses which can be diluted to 75 million doses and still 
retain its potency.  The drug company Aventis Pasteur has donated an additional 80 million doses 
that could be used in an emergency. The government is also buying 220 million doses which are 
being made by a new technique.  Delivery of the new doses is expected by the end of 2003. 
 
35.  If there were an outbreak here, do you have enough vaccine and trained medical people 
in the area to handle the inevitable rush for vaccinations?  
There is enough vaccine to respond to a smallpox outbreak.  The California Department of Health 
Services is working with local health departments to train and vaccinate enough health care 
workers to respond if there was an outbreak. 
 
36.  If people got the vaccination in the past when it was used routinely, will 
they be immune? 
Smallpox vaccination is believed to last five to 10 years.  For adults who were vaccinated as 
children, it’s not known whether their previous smallpox vaccination would prevent illness.  Adults 
who may be exposed to smallpox should receive an additional vaccination to ensure protection. 
 
37.  Is a history of no adverse reactions in childhood to smallpox vaccine a predictor of no 
or minor reactions to revaccination in adulthood? 
Persons previously vaccinated have a much lower risk of adverse reactions when revaccinated.  
However, no adverse reaction to the vaccine in childhood is not a guarantee of safety as an adult.  
Many of the conditions that increase the likelihood of serious adverse reactions may not have been 
present in childhood. 
 
38.  Who will decide who should be vaccinated and when?   
The CDC and the U.S. Department of Health and Human Services have recommended that states 
vaccinate teams of public health and health care workers who would respond to a smallpox 
outbreak.  We are working with local health officials to implement a plan for the voluntary vaccination 
of these workers.  Once that is complete, efforts will turn to police, fire and other emergency workers. 
  
OTHER QUESTIONS 
39.  Who should not get the smallpox vaccine? 
Smallpox vaccine should not be given to individuals with a history or presence of eczema or other 
skin conditions, pregnant and breastfeeding women, or persons with immunodeficiency diseases 
and those with suppressed immune systems as occurs with leukemia, lymphoma, generalized 
malignancy, HIV/AIDS, or solid organ transplantation. 
 
40.  Will antibiotics like ciprofloxacin protect me against smallpox? 
No. Because smallpox is a virus, antibiotics such as ciprofloxacin will not fight the infection.  
 
41.  If a recently vaccinated person goes swimming in a pool or lake before their scab falls 
off, can vaccinia virus spread to others through the water? 
There have been no reported cases of vaccinia virus being spread in a lake or ocean.  Vaccinees 
are encouraged to keep the vaccination site dry.  A waterproof dressing should be used for 
swimming.  If, however, someone who was recently vaccinated went swimming in a pool, the virus 
would be killed by the chemicals that are used to keep the pool clean. 
 
42.  Where can I get more information about smallpox? 
Visit the following web sites:  www.dhs.ca.gov; www.cdc.gov; www.smallpox.gov . 
 



Smallpox—Final 06/21/2006

Smallpox
What is smallpox?
Smallpox used to be a worldwide disease. But
because of a vaccine, it was wiped out
everywhere. Today you can only find smallpox in
special laboratories. If terrorists stole the
smallpox virus from a lab, they could use it to
make a lot of people very sick.

If there is a smallpox alert:
• Listen to the news for instructions.
• Stay away from anyone who might have

smallpox.
• If you think you were exposed to smallpox,

stay away from other people.
• Call your doctor or hospital.

Is smallpox dangerous?
Yes. Three out of 10 people who get smallpox
may die. Most people survive getting sick from
smallpox, but they will get scars from the
disease. You can get medicine to ease pain of
smallpox and prevent other infections, but there
is no cure for smallpox. Getting vaccinated is the
best way to prevent smallpox.

Are health officials ready for a
smallpox emergency?
Yes. There is enough vaccine for everyone in
the United States. Some health care workers are
already vaccinated, trained, and ready to help
stop the spread of smallpox in your area.

Is smallpox contagious?
Yes. You can get smallpox if you:

• Are near someone who has smallpox,
especially if the person has a fever, rash, or
red spots on the tongue and mouth area, or

• Touch something infected with smallpox, like
a diaper, blanket, or clothes.

Should I get vaccinated?
You should only get vaccinated if there is a
smallpox outbreak. When there is no outbreak,
you do not need to get vaccinated against
smallpox.

What if I think I was exposed to
smallpox?

Call your doctor or hospital right
away. And, stay away from other
people, until they tell you what

to do.

What are the symptoms of smallpox?
Within 7–17 days of coming in contact with
someone with smallpox, you may have:
• fever
• tiredness
• headaches and body aches
• vomiting
Then, 2–4 days later after feeling sick, you will
get a rash.

What does the rash look like?
It starts with small red spots in your
mouth. It spreads quickly to your
face, then your arms, legs, hands
and feet.

The rash turns into bumps that fill
with pus and then become scabs.
The scabs fall off in about 3 weeks,
leaving scars.

For more information…
Call CDC for help in English or Spanish:

800-CDC-INFO (800-232-4636)
888-232-6348 (TTY)

Or visit:  www.cdc.gov/smallpox
 www.dhs.ca.gov/epo



Useful resource: LawNYʼs Online PL Library 
www.writeclearly.org!

�  Field-tested plain language documents"
�  Organized by area of the law"
�  Start with a plain language document"



The Essential Plain 
Language Collection 

for legal aid agencies 

   
 Over 50 sample documents on: 

 Family law 

 Seniors 

 Housing 

 Consumer rights 

 Self-representation 

 Public benefits 

 Useful tools for legal professionals 

 Online CALI Author® lessons 

 Before and After plain language examples 

 

 

 

 

A LawNY, Inc. ® – Transcend® Effort 

Welcome to the Essential Plain Language Collection!  



New Protection Against the Garnishment of Exempt Funds: 

The Exempt Income Protection Act 
 

Starting in January of 2009, some types of income will be exempt from being frozen by the 

people you owe money to.  The Exempt Income Protection Act (EIPA) prevents the first $1,716 

of any bank account from being frozen and makes it easier to un-freeze an account.  This 

article talks about the changes that EIPA has made to the law, and what types of income can’t be 

taken. 

 

In addition to the $1,716 that is exempt for your living expenses, there are also many other types 

of exempt income.  When income is “exempt” it means that it can’t be frozen. 

 

Types of Exempt Payments Include: 
 

Social security (including retirement) 

Survivors’ and disability benefits 

SSI 

Child support and spousal support 

Public Assistance 

Worker’s compensation 

Unemployment Insurance 

Veteran’s benefits, Black lung benefits 

Railroad retirement 

Public or private pensions 

College tuition trusts 

Life insurance 

 

*For a chart of all types of income that are exempt, go to the Empire Justice Center’s website at 

www.empirejustice.org. 

 

If you have exempt income, and your exempt payments are directly deposited into your bank 

account 45 days before the bank got the freeze notice, then the first $2,500 of your account 

should not be frozen.  If your account has less than $2,500, then your account should not be 

frozen at all. 

 

If you don’t have exempt income, then your bank account with more than $1,716 can be frozen 

and banks can charge a fee to accountholders for doing this to their accounts. 

 

Claiming Exemptions and Releasing Frozen Accounts 
 

EIPA also talks about how to release a frozen account.  If any money is actually frozen, the bank 

must send the Notice and Claim Form to the accountholder within two business days. These two 

papers tell you that your account has been frozen, and explains how to “release” your account if it 

contains any income that doesn’t count.  

 

To un-freeze an account, you must complete the Exemption Claim Form, show proof of exempt 

income, and turn it in within the time deadlines that apply.  If you do not complete and return the 

form within twenty-five days from the date sent, your account could be frozen.   

 

EIPA also says that a person can only have 2 restraints on their account per year. 

 

This article was based on an original article by Gina Calabrese and Kirsten Keefe.  Gina 

Calabrese is a Professor of Clinical Education and Associate Director of the Elder Law Clinic at 

St. John’s University School of Law. Kirsten Keefe is a Senior Staff Attorney with the Empire 

Justice Center. 

 

 

Grade Level: 10.0 

Word Count: 433 

Before
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Plain Language by Transcend – www.transcend.net 

Can a creditor take money from my bank account? 

 

A new law limits the amount of money that a 

creditor can take from your bank accounts. The 

law, called the Exempt Income Protection Act or 

EIPA for short, says a creditor cannot take all 

your money. Some of the money in your bank 

accounts is safe.  

How much money in my bank account is 
safe from creditors?  

$1,716 is protected. That means the bank 

cannot freeze it and your creditors cannot take 

it. If your account has more than $1,716, your 

bank must leave at least $1,716 unfrozen.  

Can the bank charge me for freezing  
my account? 

Yes, the bank can charge you a fee to freeze 

your account. But the bank cannot freeze your 

account more than 2 times in 1 calendar year. 

How will I know if my account has  
been frozen? 

If the bank freezes your account, they must 

send you a Notice and a Claim Form within 2 

business days. 

What if all of the money in my account 
was frozen? 

The law says the bank must unfreeze the first 

$1,716. They must also unfreeze any other 

protected income. (See below.) 

Does the law protect any of my income? 

Yes! The law says that creditors are not allowed 

to take any income that you get from: 

o Social Security benefits, including 

retirement, disability, and SSI 

o Child support and spousal support 

o Public Assistance 

o Worker’s Compensation 

o Unemployment Insurance 

o Veteran’s benefits 

 

Is any other kind of income protected? 

Yes. The law also protects the following kinds 

of income: 

o Black lung benefits 

o Railroad retirement 

o Public or private pensions 

o Survivors’ and disability benefits 

o College tuition trusts 

o Life insurance 

To see a complete list of other kinds of 

protected (exempt) income, visit: 

www.empirejustice.org 

What if my protected income is direct-
deposited to my account? 

If your protected income was direct-deposited 

45 days before the bank got the freeze notice, 

then the first $2,500 of your account must not 

be frozen. If your account has less than $2,500, 

then your account must not be frozen at all. 

What if the bank froze money that is 
protected? 

Read the Claim Form. It tells you what to do to 

unfreeze the protected income in your account.  

Is there a deadline for me to submit my 
Claim Form? 

Yes! You have 25 days from the date the 

Notice was mailed. Submit your completed 

Claim Form and show proof of why your income 

is protected by the deadline. (The deadline is 

printed on the Notice.) 

What if I have other questions? 

You can find more information at these websites:  

o www.lawhelp.org/ny 

o www.empirejustice.org  

 

Grade Level: 5.0 

Word Count: 433 

After
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How to Divide Household Items in a Divorce 

When couples divorce, they 
have to decide who gets the 
furniture and other 
household items.  

You can use lawyers to help 
divide these things. Or you 
can do it yourselves and 
save a lot of money.  

Here are two ways to divide your belongings: 

� List, appraise, and pick 

List every item of value 
in your household – 
whether it s community 
property or not. If 
possible, do this before 
you move anything. 

Make sure things you agree should stay 
together (like a bedroom set) are grouped 
on your list as one single item.  

Then, hire an appraiser you both agree 
on. Before the appraiser arrives, agree to 
accept the appraiser s values.  

Then, toss a coin to see who starts. Take 
turns saying which item you want from the 
list. Once you or your spouse reaches half 
of the value of the list, the remaining items 
go to the other spouse. 

� Two-pile system 

You and your spouse can also divide the 
property into what you agree are two 
“piles” of equal value. Then, flip a coin. 
Whoever wins, picks the pile they want.  

There may be some items that cannot go 
into the pile because you do not agree on 
the value. But you can use this system for 
all the items you do agree on. Then, find 
another way of dealing with the other 
items later. 

Tips… 

 Wedding gifts – The law says you each 
own half of the wedding gifts. But many 
couples agree to keep the gifts that were 
given by that spouse s family or friends.  

 Photos – Divide them up according to your 
preference. If you both want the same 
photo, make copies and share the cost.  

 Children s things – It s best to think of the 
children s furniture, toys, bicycles, camping 
equipment, etc., as theirs. The children s 
things should stay with the parent who has 
custody of the children. The law says you 
must not charge the other parent for the 
value of those items. 

 About Appraisers – Appraisers usually 
charge between $250–$600. You can share 
the cost, or just one of you can pay. Or you 
can appraise the items yourself by 
searching for prices of similar items on the 
Internet or in the newspaper. (The value is 
what you could buy or sell it for now — not 
the cost to replace it.) 

Stuck? 

If you are having problems dividing some of the 
items, you can: 

 Ask an appraiser to suggest an equal 
division of the property. 

 Agree to donate the item to Goodwill or give 
it to one of the children, or 

 If you already separated, you can agree to 
each keep what you now have.  

Avoid problems!  

Agree on the method you will use before you 
begin. If any of your items are worth a lot of 
money, check with your lawyer first. 

 

You can use 

page 2 of this 

form to make 

your list. 

8



Item 
Number 

Item Notes, if needed 
Current Value  
(What you could  
buy or sell it for) 

Who keeps? Husband or 

Wife 

Kitchen 

  Kitchen table and chairs      H       W 

  Cooking utensils      H       W 

  Dishes      H       W 

  Cutlery      H       W 

  Glasses      H       W 

  Refrigerator      H       W 

  Microwave      H       W 

  Dishwasher      H       W 

  Stove/oven      H       W 

  
Housekeeping items  
(vacuum, broom…) 

     H       W 

  Washer/dryer      H       W 

  Other (describe)      H       W 

Dining Room 

  Dining room table and chairs      H       W 

  Other dining room furniture      H       W 

Living Room 

  Living room      H       W 

  Couch      H       W 

  Coffee table      H       W 

  Chairs      H       W 

  Lamps      H       W 

  Wall hangings      H       W 

  Photo      H       W 

  Other (describe)      H       W 

Master Bedroom 

  Bed      H       W 

  Dresser      H       W 

  Nightstands      H       W 

  Other (describe)      H       W 

Guest Bedroom / Study 

  Bed      H       W 

  Dresser       H       W 

  Nightstands      H       W 

  Desk, chair      H       W 

  Chair      H       W 

  Table      H       W 

  Bookshelf      H       W 

  Computer      H       W 

  Other (describe)      H       W 

Outdoors       

  Lawnmower, garden tools      H       W 

  Garden furniture      H       W 

  Other (describe)      H       W 
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Scenario 2: Booklet 

�  Step 1. Define your objective."

�  Step 2. Define your audience."

�  Step 3. List sub-topics you want to cover, and put them in  
their natural order."

�  Step 4. Make an outline for each sub-topic."

�  Step 5. Write, edit, and format. Does it still work as one booklet?"

"
Student question: What parts of a booklet do readers actually read?"



Anatomy of a booklet 
  Cover"

  Table of Contents"

  Introduction"

  Chapters with:"
�  Introductions"
�  Intuitively ordered information 

  Resources"

  Guiding footer or side navigation panel: "
�  Section name"
�  Page number 

















Administrator: the person (usually 
the spouse, domestic partner or 
close relative) that the court 
appoints to manage the estate of a 
person who dies without a Will. 
The administrator is also called the 
personal representative of the estate.

Beneficiary: a person who inherits 
when there is a Will.

Decedent: the person who died.

Decedent’s Estate: all real and 
personal property that a person 
owned at the time of death.

Executor: a person named in a Will 
and appointed by the court to carry 
out the dead person’s wishes. The 
executor is also called the personal 
representative of the estate.

Heir: a person who inherits when 
there is no Will.

Holographic Will: a Will that is 
handwritten, dated and signed by 
the person writing the Will.

Intestate: when someone dies without 
leaving a Will. 

Intestate succession: the order of 
who inherits property when someone
dies without a Will.

Living Trust: a trust set up during 
the life of a person to distribute 
money or property to another 
person or organization.

Personal Property: things like cash, 
stocks, jewelry, clothing, furniture, 
or cars. 

Personal Representative: the 
administrator or executor that the 
court appoints to manage the estate.

Probate: the legal process of 
administering a Will in court. The 
court process for distributing a 
dead person’s assets, paying debts 
owed by the dead person and 
settling the financial affairs of people
when they die.

Real Property: buildings and land. 

Successor: anyone who has the legal 
right to receive property of a person 
who dies, either under the Will or 
the Probate Code.

Testate: when someone dies leaving 
a Will.

Trust: an arrangement where 
property is given to someone 
to be held for the benefit of 
another person.

Will: a legal paper that lists a 
person’s wishes about what will 
happen to his or her property 
after death. 

Probate cases use special words. Here are some:

Transfering property when someone dies... 10/03

22











Scenario 3: Form 

�  Language styles:!
  Narrative (first person):  "

My name is (name): ____ and I live at (home address): ____."

  Instructive (direct address)"
    Fill out your personal information:"

_________________  __________________________"
name                                    home address"

�  Useful tools: !
  Form template"
  Glossary"



Anatomy of a legal form 

  Caption: title, court/org. name, "

  Summary sentence(s): Use this form to…"

  Easily navigable sections"
�  Use numbers and/or subheads"
�  Should be easy to go from top to bottom of form"
�  Use lists, graphics, and tables when needed"

  Signature area"

  Where to get more information"

Footer: Code citations, form title, page numbers"



 

 In the Court of Common Pleas 

County:  , Ohio 

 

 

 

Case No:  _______________

Request for Fee Waiver 

 
 

I, (name of person unable to pay the court fees):   state that: 

 I am not able to pay the court fees or costs to file or serve my court forms, 

 My expenses are greater than or equal to my income, and 

 I have no assets that I can use to pay these fees. 

 
I ask the court waive the court fees or costs for my case at this time. 
 
This statement was made in _____________________ County, Ohio. 
  

Name of person who is not able to pay the court fees:   

You must sign below in front of a Notary! 

Date: ____________________________  Sign here   __________________________________  
 

Notary Public s Declaration (Notary fills out below): 

This statement was sworn and subscribed before me,  
(Notary s name):   
on (Date):   

 

Notary Public s signature:   
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Adoption Request

Type of adoption:  (Check one.)
� Agency (name):
� Independent  
� International (name of agency):
� Stepparent/Domestic Partner

Information about the child:
a. The child’s new name will be: d. Place of birth (if known): 

City: 
b. � Boy  � Girl State: Country: 
c. Date of Birth: / / Age: e. If the child is 12 or over, does the child agree to

the adoption?  � Yes  � No

Does the child have a legal guardian?  � Yes   � No
If yes, attach a copy of the Letters of Guardianship and fill out below:

a. Date guardianship ordered: / /
b. County: 
c.   Case number: 

Is the child a dependent of the county?  � Yes   � No
If yes, fill out below:
Juvenile Case Number: 
County: 

Child may have Indian ancestry:  � Yes   � No
If yes, attach Form ADOPT-220, Adoption of Indian Child.

ADOPT-200

Your name(s) (adopting parent(s)): 
a.
b.

Relationship to child:

Your address (skip this if you have a lawyer): 
Street: 

City: State: Zip: 

Your phone #:  ( ) 
Your lawyer (if you have one): (Name, address, phone, and State Bar #):

1

2

3

Judicial Council of California, www.courtinfo.ca.gov
Adoption Request

ADOPT-200, Page 1 of 3
Rev. January 1, 2003, Mandatory Form ➔

4

5

6

Case Number:

Court name and street address:

Superior Court of California, County of

Clerk stamps below when form is filed

If you are adopting more than one child fill out an adoption request
for each child.

Hearing is set for: 

Date: / / Time: 
Dept.: Room: 

Address of court: 

➽Hearing
Date



Child’s address (if different from yours):
Street: 

City: State: Zip: 

I/We have received information about the Adoption Assistance Program Regional Center and mental health
services available through Medi-Cal or other programs.  � Yes   � No

If this is an Open Adoption:
Form ADOPT-310 (Contact after Adoption Agreement):
� Is attached   � Will not be provided   � Will be filed at least 30 days before the adoption hearing
� Undecided at this time

Name of birth parents if you know (optional):
a.
b.

If this is a Stepparent/Domestic Partner Adoption, write date: 
Adopting parents were married: / / OR Domestic partnership registered: / /
(This does not affect the social worker’s recommendation. Information is for court only. There is no waiting period.)

If this is an Independent Adoption: 
a. � A copy of the Adoptive Placement Agreement is attached. (Required in most independent adoptions; 

see Fam. Code, § 8802)
b. � I/We will file promptly with the department or delegated county adoption agency information required by

the department in the investigation of the proposed adoption.
c. � The consent of the  � birth mother   � presumed father is not necessary because (specify Fam. Code, 

§ 8606 subdivision): 

A court ended the parental rights of the: 
� Birth mother   � Presumed father   � Biological father  
Attach copy of order if available.

� There is no presumed or biological father because the child was conceived by artificial insemination using a
medical doctor or a sperm bank. (Fam. Code, § 7613)

I/We will ask the court to end the parental rights of the:
� Birth mother   � Presumed father   � Biological father  

The people below agree the child should be placed for adoption by the California Department of Social Services
or a licensed adoption agency (Fam. Code, § 8700):
� Birth mother   � Presumed father   � Biological father  

Your name(s): 

9

10

11

12

Case Number:

Rev. January 1, 2003
Adoption Request

ADOPT-200, Page 2 of 3

➔

13

14

15
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The people below agree to the adoption:
� Birth mother   � Presumed father   � Biological father   � Child  
Attach ADOPT-210, Adoption Agreement, if available.

The   � Birth mother   � Presumed father   � Biological father   has not contacted his or her child in one year
and the court clerk will notify the appropriate investigating agency immediately (Fam. Code, § 8604(b) and 7850).

The people checked here have died: 
� Birth mother   � Presumed father   � Biological father

Suitability for Adoption:
Each adopting parent:
a. Is at least 10 years older than the child d. Has a suitable home for the child and
b. Will treat the child as his or her own e. Agrees to adopt the child
c. Will support and care for the child

I/We ask the court to approve the adoption and to declare that the adopting parent(s) and the child have the legal
relationship of parent and child, with all the rights and duties of this relationship, including the right of inheritance.

I declare under penalty of perjury under the laws of the State of California that the information in this form is
true and correct to my knowledge, which means if I lie on this form, I am guilty of a crime.

➤/ /
Date Type or print your name Signature of Adopting Parent

➤/ /
Date Type or print your name Signature of Adopting Parent

➤/ /
Date Type or print your name Signature of Lawyer for Adopting Parent(s)

18

Your name(s): 
Case Number:

Rev. January 1, 2003
Adoption Request

ADOPT-200, Page 3 of 3
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Scenario 4: Letter to clients 

�  Pros and cons of template language"
�  When writing, remember the Big 4!"

�  Letter structure:!
  Organize the letter to meet your readerʼs needs "
  Create handles for the reader"
  Tables may be useful"

�  Word choice:!
  Speak to the reader directly: use “you” and “we”"
  If you must use a difficult phrase, explain it"
  Speak conversationally: use “must” and “need” 

rather than “shall”"



Anatomy of a readable letter (or email) 
  Greeting"

  Context: You asked about…"

  Summary sentence(s): In this letter, Iʼll explain…"

  Short sections"
�  Use meaningful headings"
�  Use text enhancement sparingly"
�  One topic per paragraph"
�  Use lists when appropriate"

  Next steps"

  Where to get more information"



                 Letter Writing Group 
 

 

 
May 4, 2010 

 

 

Samuel Langhorne Clemens 

Bohemian Club 

San Francisco, CA 

94114 

 

Dear Samuel, 

 

Thank you for speaking with me the other day about your letter re-writing project. As we 

discussed, here is some information about the Letter Writing Group and the services we 

offer. Samuel, we’d love to help you write a plainer letter.  

In this document, we’ll provide our approach and the budget to complete this assignment. 

We’ll also demonstrate our qualifications through our experience. 

Our approach 

Our approach to re-writing a letter begins with the needs of your audience and matches 

those needs to your requirements. 

We’ll stay in touch with you regularly throughout the project. And, we’ll provide you with 

regular project status reports to summarize the progress of the work and keep the project 

on schedule. 

We’ll complete the work in 3 phases: 

• Phase 1 – Develop a new draft of your letter 

• Phase 2 – Conduct usability testing 

• Phase 3 – Deliver your new finalized letter 

Phase 1 – Develop a new draft of your letter 

We generally begin every project with a meeting with the Head Letter Writer and any 

designated staff. In this case, however, we’ll conduct a conference call as our first meeting. 

 

 



During the conference call, we’d like to: 

• Confirm our understanding of the project 

• Define the audience for the re-written letter 

• Discuss our recommended approach 

• Collect information about your review team members 

The next step is to review your existing letter in great detail and identify any questions that 

need to be answered or additional information required from you. At the same time, we’ll 

begin developing your new letter. 

Phase 2 – Conduct usability testing 

We’ll conduct one-on-one testing (one researcher with one participant) of your letter. Each 

test will be conducted in English and will last approximately 30 minutes. 

During each of the interviews, participants will be encouraged to think aloud. Both 

quantitative and qualitative  indicators will be observed and measured. 

Phase 3 – Deliver your new finalized letter 

Based on the feedback we receive from usability testing, we’ll make adjustments to your 

letter and finalize the document for delivery to you. 

We’ll deliver both hard and soft copies of the new letter to you. 

We’re eager to begin and look forward to your call. If you would like to learn more about 

our services, you can call us at (123) 456-7890.  

 

Sincerely, 

Henry Rogers 

 

 



NEW HAVEN LEGAL ASSISTANCE ASSOCIATION, INC. 
426 STATE STREET 

NEW HAVEN, CONNECTICUT  06510-2018 
TELEPHONE  (203) 946-4811 

FAX  (203) 498-9271 

 
       
 
 
 
        
 
Re:  Eviction 
 
Dear __________, 
 

Your application for assistance has now been reviewed by our office.  
Unfortunately, we do not have an attorney available to represent you at this time.  We 
simply do not have the resources to be able to represent every person who applies.  
However, there are steps you can take to represent yourself.   
 
 I am attaching instructions for you to follow along as you go through your eviction 
action.  
 
 This is the extent of the assistance we can provide at this time.  If you have any 
questions, please do not hesitate to contact me. 
        
       Sincerely, 
 
        
        
       [name] 
       Housing Paralegal 
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PRO SE EVICTION INSTRUCTIONS   
 
 
 1.  The Summons and Complaint:  You will soon be receiving a Summons and 
Complaint in your eviction action.  On the upper right hand corner of the Summons you 
will find a date.  It is called the "return date."  This is a very important date.   
 
 You do not need to go to court on the return date.  However, two days after the 
return date, you should go to the Clerk's Office at the Housing Court at 121 Elm Street, 
New Haven, Connecticut and fill out an Appearance Form.  If you do not fill out the 
Appearance Form, you can lose by default.   
 
 2.  File Your Appearance Form:  When you go to the Clerks' Office, bring your 
Summons and Complaint with you.  You will need them to fill out your Appearance 
Form.  This is a very simple form that will ask you to list your name, address and 
telephone number.  
 
 3.  File Your Answer:  When you fill out your Appearance Form, the clerk will 
also give you an Answer form to fill out.   
You will need to fill out the Answer form at the same time you fill out the Appearance.  If 
you do not file the Answer, you can lose by default. 
 
 When filling out the Answer form, carefully go through the Complaint.  Agree with 
any paragraph where you agree with everything that is said.  If there is something in the 
paragraph you do not agree with, circle "Disagree" on the Answer form.  If you do not 
understand something, circle "Do Not Know" on the Answer form.  Then, read through 
all of the paragraphs under Special Defenses.  Check off everything that applies to you.  
You can also explain anything further in the space provided on the form. 
 
 4.  Trial Will Be Scheduled:  After you have filed the Answer form, the Court will 
schedule a hearing within a week to a week and a half.  You will get very little notice.  
Hearings are held at 121 Elm Street, 3rd Floor, New Haven, in courtroom #6, usually on 
Tuesday or Thursday mornings at 9:30 a.m.  Get to the court on time.  You may have to 
wait around for a little while before you meet with anyone, but if you are late when they 
call cases at 9:30 a.m., you can lose by default. 
 
 5.  What To Do At The Trial:  At the date of the hearing, be sure to ask to speak 
with a Housing Specialist.  A Housing Specialist is a Court mediator who tries to work 
things out between landlords and tenants.   If you cannot agree to anything with the help 
of the Housing Specialist, you have the right to appear before the judge and present 
whatever defenses you may have. 
 
 6.  What Happens If You Lose:  If you lose the eviction, you will have 5 days in 
which to move.  During those 5 days you can apply with the clerks for a "Stay of 
Execution,"  i.e., an  extension of time.  You will need to deposit with the clerks all the 
back rent that you owe.  A hearing will then be scheduled where the judge will decide 



how much time you can have.  The maximum amount of time you are allowed is 3 
months, and you have to keep current on your monthly payments.  Usually the judge will 
give a month at a time, and you will have to show the judge that you have been looking 
for another place. 
 
 7.  Your Right To Settle:  You can always negotiate a settlement with the 
attorney for your landlord, if s/he gets one.  For your protection, you should have the 
agreement in writing.  In addition, do not agree to any payment plan that you cannot 
keep.  If you are unable to keep to the payment plan, after the first payment you miss 
your landlord can get an Execution, without any chance for you to get more time to 
move. 
 
 8.  The Execution:  If you do not apply for a Stay of Execution, and you are still 
there after 5 days, your landlord can get an Execution from the clerks.  This is the final 
order allowing a sheriff to come to your apartment, remove all of your belongings, put 
them in City Storage, and to change the locks.  The sheriff will usually give at least 24 
hours notice.  If you reach this stage, we would advise you to move before the sheriff 
comes with movers to avoid the costs you will have to pay for storage, and to protect 
your belongings from damage.  If your belongings do go into City Storage, after about 
15 days, the City can auction them off if you have not reclaimed them. 
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Hennepin County Government Center   •   300 South Sixth Street  •  Minneapolis, MN  55487 

 
  
 Rebecca Vandenberg 

Staff Attorney 
 Self Help Center 
 Hennepin County Govt. Ctr. 
 300 South 6th Street, 2nd Floor 
 Minneapolis, MN  55487 
 612.348.5831 (direct) 
 612.348.2279 (fax) 
June 14, 2011 
 
[name] 
[address] 
 
RE:  Your letter dated April 15, 2011 
 
Dear Mr. XXXXX: 
 
Your letter addressed to “Judgment Account # [number]” dated April 15, 2011, has been referred to me 
for response.  I apologize for the delay in this response. 
 
Your letter appears to be a form letter to a creditor requesting validation of a debt per the requirements of 
the Fair Debt Collections Practices Act (FDCPA).  Please be aware that the court is not a creditor, is not 
attempting to collect a debt and does not fall within the scope of the FDCPA. 
 
Credit reporting agencies regularly check the records of courts around the country to gather information 
about judgments that have been entered against individuals.  I searched the Minnesota courts’ records and 
found one judgment against you in Hennepin County that appears to be outstanding.  I have attached the 
computer record of that case for your reference.   
 
If you would like additional information about this judgment, you may try contacting [name], the attorney 
for [organization], at [number].  If you would like to dispute the validity of this judgment, I strongly 
suggest that you get legal advice.  Information about finding a lawyer or other legal resources in 
Minnesota may be found on the court’s website: http://www.mncourts.gov/district/4/?page=1202.  You 
may also wish to consult the Legal Aid Consumer Fact Sheet on this topic at: http://www.legal-
aid.org/selfhelp/docs/DebtCollection3.pdf for additional information.   
 
If you believe that the judgment listed on your credit report is a mistake because, for example, it belongs 
to a different individual with your same name, you may ask the credit reporting agency to make a 
correction to your credit report.  I have enclosed some information on how to do this, for your reference.   
 
I hope that this is helpful to you.   
 
Sincerely, 
 
 
Rebecca Vandenberg  
 
Enclosures 
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Dear [name]: 

We spoke on the phone earlier today. I am a staff attorney with the MN Courts Self-Help Center. 
As a court employee, I am not allowed to give legal advice, opinions, or strategy, but I can point 
people to legal resources and explain procedures for Minnesota courts. 

You asked about relocating your child's residence to another state.  I encourage you to take a 
look at MN Statute § 518.175 (about parenting time), which is available online at 
https://www.revisor.mn.gov/statutes/?id=518.175. 

Subdivision 3 of this statute deals with a move to another state: 

Subd. 3. Move to another state. 
(a) The parent with whom the child resides shall not move the residence of the child to 
another state except upon order of the court or with the consent of the other parent, if the 
other parent has been given parenting time by the decree. If the purpose of the move is to 
interfere with parenting time given to the other parent by the decree, the court shall not permit 
the child's residence to be moved to another state. 

(b) The court shall apply a best interests standard when considering the request of the parent 
with whom the child resides to move the child's residence to another state. The factors the 
court must consider in determining the child's best interests include, but are not limited to: 

(1) the nature, quality, extent of involvement, and duration of the child's relationship with 
the person proposing to relocate and with the nonrelocating person, siblings, and other 
significant persons in the child's life; 

(2) the age, developmental stage, needs of the child, and the likely impact the relocation 
will have on the child's physical, educational, and emotional development, taking into 
consideration special needs of the child; 

(3) the feasibility of preserving the relationship between the nonrelocating person and 
the child through suitable parenting time arrangements, considering the logistics and 
financial circumstances of the parties; 

(4) the child's preference, taking into consideration the age and maturity of the child; 

(5) whether there is an established pattern of conduct of the person seeking the relocation 
either to promote or thwart the relationship of the child and the nonrelocating person; 

(6) whether the relocation of the child will enhance the general quality of the life for both 
the custodial parent seeking the relocation and the child including, but not limited to, 
financial or emotional benefit or educational opportunity; 

(7) the reasons of each person for seeking or opposing the relocation; and 

(8) the effect on the safety and welfare of the child, or of the parent requesting to move 
the child's residence, of domestic abuse, as defined in section 518B.01. 

(c) The burden of proof is upon the parent requesting to move the residence of the child to 
another state, except that if the court finds that the person requesting permission to move 
has been a victim of domestic abuse by the other parent, the burden of proof is upon the 
parent opposing the move. The court must consider all of the factors in this subdivision in 
determining the best interests of the child. 

I have attached Instructions, motion to relocate, and affidavit supporting the motion.  There is a 
standing Court Order in Hennepin County that all family court motions prepared by a person not 
represented by an attorney must be screened by a Family Law Facilitator, so you will need to 
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visit the Family Court Self-Help Center in Minneapolis once you have completed the forms.  You 
can either schedule an appointment by calling 612-596-1067 (you may need to leave a 
message), or you can have your forms screened on a "walk-in" basis.  "Walk-in" screenings are 
done at 8 a.m., Monday through Friday. 

For more information on the mandatory screening requirement, see 
http://www.mncourts.gov/district/4/?page=1288. The Family Court Self-Help Center is located at 110 
S. Fourth St. in downtown Minneapolis.  It is open from 8 a.m. to 3:30 p.m. each Monday, Tuesday, 
Thursday and Friday; and from 8 a.m. to 1:30 p.m. each Wednesday (except legal holidays). 

After a facilitator reviews your forms, he or she will explain to you what your next steps are. 

I hope this information is helpful to you. If you have another question about the court forms, 
procedures or legal resources, feel free to call the MN Courts Self Help Center at 651-259-3888 
during call center hours, Monday – Friday from 8:30 a.m. to 3 p.m. 

Please tell us what you think about this service, and let us know your suggestions for improving 
our website. 

Sincerely,  

Virginia  

MN Courts Self-Help Center  

www.mncourts.gov/selfhelp !



The dreaded disclaimer: a necessary evil? 
Any views or opinions presented in this email are solely those of the 
author and do not necessarily represent those of the company. Employees of 
[Company] are expressly required not to make defamatory statements and not 
to infringe or authorize any infringement of copyright or any other legal 
right by email communications. Any such communication is contrary to 
company policy and outside the scope of the employment of the individual 
concerned. The company will not accept any liability in respect of such 
communication, and the employee responsible will be personally liable for 
any damages or other liability arising. 

�  More readable = more effective"

�  Your email disclaimers: all above 12th grade level"

�  Why so wordy? Many organizations use standard disclaimers."

�  Advantages of a plain language disclaimer?"



Average legal aid disclaimer: 
This transmittal is intended for a particular addressee(s); please do 
not distribute further without permission from the sender. It may 
constitute a confidential and privileged attorney-client communication 
or attorney work product. If it is not clear that you are the intended 
recipient, you are hereby notified that you have received this 
transmittal in error; dissemination, distribution or copying of its 
attachments by anyone other than the intended recipient, or an 
employee or agent responsible for delivering the message to the 
intended recipient, is prohibited. If you suspect that you have received 
this transmittal in error, please notify me immediately by telephone at 
[number], or by email by replying to the sender, and delete the 
transmittal and any attachments from your inbox and data storage 
systems. Thank you."



Arguments for plain language 

Studies:!
�  “Comparative Readability Study of Plain Language Court Forms”  

(Mindlin – Scribes Journal): http://transcend.net/library/legalCourts/PLStudy.pdf!

�  Effects of PL on Organizational performance (Grotsky – Clarity 
Journal): www.clarity-international.net/journals/51.pdf"

Articles: !
�  “The Great Myth that Plain Language is not Precise” (Kimble – 

Business Law Today): http://www.plainlanguagenetwork.org/kimble/great4.pdf!

�  “Ensnaring perceptions on communication: Underlying obstacles to 
lawyers writing plainly” (Eagleson – Clarity Journal):  
http://www.clarity-international.net/journals/62.pdf!

Statistics:!
�  How PL saves time and money: 

http://www.plainlanguage.gov/whyPL/benefits/bottomline.cfm!



�  Reading: "
�  Wydick, chapter 8: Avoid Language Quirks"

�  Practice: "
�  Rewrite your organizationʼs disclaimer, letter template, or a 

letter you wrote to a client (remove identifying info)."
  Find the Flesch-Kincaid grade level of the original and 

of the re-write. Did the grade level drop?"
  If you think your text does not need improvement, 

explain why. "

�  Optional: Wydick, exercise 17"

Homework 




