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SAMPLE'FORM OFENGAGEMENT LEITER
CONFIDENTIALA'ITO~CLIENT COMMUNICATION
John Doe
100 Main Street
Anywhere, Florida 00000

Re: Legal Representation
Dear Mr. Doe:

This will confirnithat you have retained me to represent your interest in connection
with the following matter: Contract of employment With ABC Corporation. '

The scope of my representation is as follows: Meet with you and ABC Corporation,
negotiate contract, prepare contract, and supervise signing contract.

You are going to furnish me copies of the following documents before I start working:
Your contract of employment with your previous employer.

I will begin work as soon as I receive a fee retainer of $ from you. The
retainer will be deposited to my trust account and will be applied toward fees and costs
as earned and incurred. As that retainer is used up, additional retainers will be billed to
continue the work. '

As we discussed, my legal fees are based on the amount of time spent at hourly rates
of $ for me and $ for my paralegal. You will also pay for such costs as -
copies, postage~ long distance, re~ording and filing fees, faxes, Federal Express, courier,
etc. Enclosed IS my resume, which I gave you at the initial conference and which ex-
plains how I bill for my services. If you have any.questioris.please do not hesitate to call.

, The range offeesfor this work will vary with the amount of time it takes. I estimate
that fees will be a minimum of$ " It is not possible at this time to estimate how
much more they Illay be, but I will keep you informed by sending you bills on the first
and fifteenth of each month. • ' ' '

Please note that the scope of my representation does not include advice or services
regarding the following: accounting, tax, financial, business, management, and related
non-legal matters and advice Il advise that you engage a CPA, tax attorney or business
consultant to advise you regar?ing these matters); title searches, surveys, inspections
and other non-legal work relating to real estate (I advise that you engage a title insur-
anc~ company, ~~stractor, surveyor or other licensed professional to provide you these
services); securities, labor, andpther legal matters not handled by this firm (I advise that
you engage a lawyerwho specializes in these matters if you need such advice). I would
be happy to refer you to others who may provide you these services. '
. I appreciate your trust and confidence in asking me to assist you. I will endeavor to

do my best for you at all times. ' "
Very truly yours,
John Law

fessions. Just as there will be specialists
within medicine who remain, at least tem-
porarily, impervious to the threat of come
puters - the surgeons who are craftsmen
skilled in the use of the scalpel rather than
repositories of medical knowledge so
there will be their equivalents in the other
professions. In the case of the law the fa-
vored experts will undoubtedly be the law-
.yers who, as all but the most starry-eyed
admirers of the judicial system will admit,'
are really operating as aspeeial-purpose
arm of the theatrical profession, skilled in
the use of oratory, rather than as great dis-
seminators of knowledge and wisdom."
Christopher Evans, The Micro Millennium,
(1979 Simon & Schuster, Inc.), at 126.

Unfortunately, Evans, like so many fu-
turists, did not live to see the' future he
predicted. He met an untimely death in
1979, the same year he wrote The Micro
Millennium. '

And lest you think his predictions were
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wrong, let me tell you about a strange thing
that happened last week while I was writ-
ing this paper.' My mailman walked in and
handed me a seminar invitation from the
National Institute for Trial Advocacy of
Notre Dame Law School that reads:
''Theater Tips and Strategies for JuryTri-
also

September 18, 1998
Tampa, Florida '.

Trials are won by the side that tells the most
, persuasive story. Now, you can bringjudges '
and juries to 'your side by mastering
storytelling and persuasion techniques from.
the theater. That's why NITAoffers you this
special course. In a single day it will help .
you. learn the critical communication and
persuasion techniques you need to compete

: in the courtroom. You don't have tobe a born
actor, director, or playwright to use these
techniques - just a lawyer who 'wants to
win cases." "

Quick, where do I sign up?

SAMPLEFORM OFCOVERLETIER
June 14. 1998

'fhe PlorldaBar,News/August 1,199s;;..27",
document signed by the party against whom enforcement is sought. This agreement
may be signed in more than one counterpart, in which case each counterpart shall con':
stitutean original of this agreement,' Paragraph headings are for convenience only and
are not intended to expand or restrict the, scope orsubstance of the provisions of this
?greement. ~erever used herein,the sin,gular shall include the plural, the plural shall
mclude the smgular, and pronouns shall be read as masculine, feminine or neuter as the'
context requites. The prevailing party in any litigation or arbitration relating to this
agreement shall be entitled to recover its reasonable attorneys fees from the other party
for all matters, including but not limited to appeals. ' 'County, Florida, shall be
proper venue for any litigation involving this agreement. This agreement may not be
assigned or delegated by either party without the prior written consent of the other
p~ .

IN WITNESS WHEREOF, the parties have sighed this agreementas of the day and
year first above written. .

___ c:--_.,--~__ ,(Seal)

Witnesses
_....:-. --.:._'(Seal)

Witnesses

\

SAMPLEFORM OFWllL
LAST WILL AND TESTAMENT OF JOHN DOE

. I, JOHN DOE, a resident of ' County, Florida, being of ~ound and.disposing
mind and memory, do hereby revoke any and all wills and codicils heretofore made by
me, and do make, publish and declare this to be my LlistWill and Testament. ,

1. Debts and Expenses. I direct thatany debts for which my estate becomes
legally obligated to pay, including funeral expenses and costs of administration, be paid
as soon as practicable after my death. -
, 2. Confirmation of Joint Bank Accounts. I hereby confirm that I own certain
bank accounts as a joint tenant With full rights of survivorship with other persons and
that it is my intention that the funds in such accounts at my death automatically pass by
operation of law to the person or persons, if living, in whose name or names the same
may stand together with mine. If any passbook, certificate or other document evidenc-
ing such an account is found among my effects, I direct my Personal Representative to
deliver the same to the joint owners named in such account. If any joint owner prede-
ceases me, then this gift shall lapse. . - ,

3. Residue. I give, devise and bequeath all of the rest, residue and remainder ~f
my estate, real, personal or mixed, as follows: .'

A.' Children. I give, devise and bequeath all ofmy residuary estate in equal shares '
to my children MARY DOE and BOB DOE. If either child predeceases me, then his or _
her share shall pass, Dm: ~ to his or her lineal descendants, if any, who survive 1I!e;
but if there are none, his or her share shall lapse and pass as part of the share of my
other named child. If neither of my named children survives meor leaves a lineal de-
scendant who survives me, then this gift shall lapse: "

B. Intestate Heirs. But if the above residue provisions fail, my Personal Repre-
sentative shall distribute all of the residuary estate, according to the order of intestate
succession in the State of Florida, to those persons Who would have been my heirs if'I
had died intestate and distributed in the same shares such persons would have received
in such case. _ '

4.. Powers. of Appointment Not Exercised. If, at the time of my death, I have
the right to exercise any power of appointment by will or otherwise I declare that noth-
ing in this Will shall be deemed to be an exercise of that power. ,'_ " .

5. EstateTaxApportioJlD1ent. Idirect that estate taxes shall be apportioned in '
accordance with Florida law. "

6. Perso~ Representative. I appoint my daughter MARY DOE as my P~r7
sonal Representative and my son BOB DOE as my alternate Personal Representative
each to .serve iri the order indicat.ed upon the death, resignation, incapacity of,or failure
to qualify and serve as to the prior Personal Representative or alternate. I direct that
my Personal Representative or named alternate shall serve without bond and shallhave
general power of sale of all property at both public and private sale in any jurisdiction.

IN WITNESS WHEREOF, I have hereunto set my hand and seal to this, my Last wm
and Testament, on this _'__ day of , 19 " ,at , -'-__ ---'-
County, Florida. '
_____________ -'--_-'-- __ '(Seal)

WE, the undersigned, hereby certify that JOHN DOE signed and sealed the above
and foregoing instrument in our presence and at the time published and declared the
sam~ to be his Last Will and Testament, and that we, in his presence and at his request,
and m the presence of each other, have hereunto subscribed our-names as attesting
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with the following matter: Contract of employment With ABC Corporation.
. Th~ scope of my representation is as follows: Meet with you and ABC Corporation,

negotiate contract, prepare contract, and supervise signing contract.
You are going to furnish me copies of the following documents before I start working:

Your contract of employment with your previous employer.
I.will b,~gin work~s soon as I receive a fee retainer of $ from you. The

retainer will be deposited to my trust account and will be applied toward fees and costs
as earned and incurred. As that retainer is used up, additional retainers will be billed to
continue the work. - - '
, As we discussed, my legal fees are based on the amount of time spent at hourly rates
of $. . for me and $ for my paralegal. You will also pay for such costs as
copies, postage? long distance, recording and filing fees, faxes, Federal Express, courier,
ete. Enclosed IS my resume, which I gave you at the initial conference and which ex-
plains how I bill for my services, If you have any questions; please do not hesitate to call,

The range of fees for this work will vary with the amount of time it takes. I estimate
that fees will be a minimum of$ .' It is not possible at this time to estimate how
much more they lllay be, but Iwill keep you informed by sending you bills on the first
and fifteenth of each month. • ' ' .'

Please note that the scope of my representation does not include advice or services
regarding the following: accounting, tax, financial, business, management, and related
non-legal matters and adviceIl advise that you engage a CPA, tax attorney or business
consultant to advise you regarding these matters); title searches, surveys, inspections
and other non-legal work relating to teal estate (I advise that you engage a title insur-
ance. company, ~?stractor, surveyor or other licensed professional to provide you these
services); securities, labor, and other legal matters not handled by this firm (I advise that
you engage a lawyer who specializes in these matters if you need such advice). I would
be happytorefer you to others who may provide you these services,
. I appreciate your trust and confidence in asking me to assist-you. I will endeavor to

do my best for you at all times. - .
, Very truly yours,

John Law

SAMPLE FORM OFCOVERLETIER
June 14, 1998
CONFII)ENTIALA'ITORNEY-CLIENT COMMUNICATION
John Doe
100 Main Street
Anywhere, Florida 00000

Re: Employment Contract
Dear Mr. Doe: '

Enclosed is draft #1 of the Employment Contract I prepared per our meeting on June
1, 1998. Please read this carefully and call me with any questions or comments you may
'have .. Please consider the following: -
1. ~. Please check the spelling of the names of each patty and let.me know if there
are any correctionsto be made.' I have checked the legal name of your employer with the
Florida Division of Corporations database on the Internet.
2. _
3. ::-:-__
. Please let me know when you are ready to discuss this draft or approve my sending it

to your employer's attorney. . - .-

Very truly yours,
John Law

SAMPLE FORM OF CONTRACT

CONTRACT

AGREEMENT made this day of , 19__ , between _
hereinafter called" ", and , hereinafter called " "

WHEREAS, ,
WHEREAS, ; and
WHEREAS, ;.

. NOW THEREFORE, in consideration of their mutuai promises made herein, and for
other good and valuable consideration, receipt of which is hereby acknowledged the
parties, intending to be legally bound, hereby agree as follows: - '

1. Recitals. The-parties agree that the foregoing recitals are true and correct and
are incorporated hereby by this reference.

2. ' .
, 3.' Miscellaneous. Time is of the essence of this agreement. This agreement is
made in the State of Florida and shall be governed by Florida law. This is the entire
agreement between the parties and may not be modified or amended except by a-written

deliver the same to the joint owners named in such account. If any joint owner prede-
ceases me, then this gift shall lapse. ",
. 3. Residue. I give, devise and bequeath all of the rest, residue and remainder ~f
my estate, real, personal or mixed, as follows: .

A' .Children. I give, devise and bequeath all ofmy residuary estate in equal shares .
to my children MARY DOE and BOB DOK If either child predeceases me, then his or .
her ~hare shall pass, ~ ~ to his or her lineal descendants, if any, who survive me;
but if there are .none, his. or her share shall lapse and pass as part of the share of my
other named child. If neither of my named children survives me or leaves a lineal de-
scendant who .survives me, then this gift shall lapse; , ..,.

B. . Intesta~e ~eirs. Butifthe apove residue provisions fail, my Personal Repre-
sentative shall distribute all of the residuary estate, according to the order of intestate
succe~sio~ in the State ~fF!0rida,.to those persons who would have been my heirs ifI
~ad died Intestate and distributed In the same shares such persons would have received
In such case. ' .'

4. Powers of Appointment NotEx~rcised. if, at the time of my death, I have
the right to exercise any power of appointment by will or otherwise, Ideclare that noth-
ing in tbis Will shall be deemed to be an exercise of that power. , ,-' , ' ,

5. Estate Tax Apportionment. I direct that estate taxes shall be apportioned in '
accordance with Florida law. '

6. Personal Representative. I appoint my daughter MARY DOE as my Per-
sonal Representattve and my son BOB DOE as my alternate Personal Representative,
each to serve In the order indicated upon the death, resignation, incapacity of,or failure
to qualify and serve as to the prior Personal Representative or alternate. I direct that
my Personal Representative or named alternate shall serve without bond and shall have
general power of sale of all property at both public and private sale in any jurisdiction.

IN WITNESS WHEREOF, I have hereunto set my hand and seal to this, my Last Will
and Testament, on this _'__ day of , 19_,__ , at -C--___ :c'__ --'-
County, Florida.~ ~ -,- (Seal)

WE, the undersigned, hereby certify that JOHN DOE signed and sealed the above
and foregoing instrument ill our presence and at the time published and declared the
same to be his Last Will and Testament, and that we, in his presence and at his request,
and in the presence of each other, have hereunto subscribed our-names as attesting
witnesses thereto, at County,' Florida, on this day of
_____ ,19_·__ .
sign -.-- ---,-------
Address, --'-------"------

sign -C-- '-- '-

Address, -'---'--_---''-'- -'-- _

STATE OF FLORIDA
COUNTY OF PINELLAS

WE, JOHN DOE,
____ -::-"',,--___:------ and , the
testator and the witnesses, respectively, whose names are signed to the attached or fore-
going instrument, having been sworn, declared to the undersigned officer that the, testa-
tor, in the presence of witnesses, signed the instrument as his last will, that he signed,
and that each of the witnesses, in the presence of the testator and in the presence of each
other,signed the will as a Witness. ' .

==:-=-::-=- __ -'-- ..,--__ (Seal)
JO}JNDOE

Witness

Witness

SUBSCRIBED and sworn to before me by JOHN DOE, the testator who is personally
known to me or who hasproduced a Florida driver's license as identification, and by
, - " a witness who is personally known to me or
who 'has produced a Florida driver's license as identification, and
______________ , a witness who is.personally known to me or
who has produced a Florida driver's license as identification, on ~-------
19_·,_,_.

NOTARY PUBLIC-State of Florida:

My Commission Expires:

sign, ~--_
print, _


