"HOW TO"


For Week of ______________________
TAB
DOCUMENT
Page
 Indicate Amount Requested




1.
Dissolution Step 1




First Step of a Divorce (Eng) .63 cents a packet
1-1
   ____ VNC  _____ PSH _____ AVC

   ____ LBC   _____ SMC _____ SFC




First Step of a Divorce (Spn) .63 cents a packets
1-2
   ____ VNC  _____ PSH _____ AVC

   ____ LBC   _____ SMC _____ SFC











2.
Dissolution Step 2 (I&E)



Decl of Disc, I&E & SofA&D (Eng) .50 cents a packet
2-1
  ____ VNC  _____ PSH _____ AVC

  ____ LBC   _____ SMC _____ SFC




Decl of Disc, I&E & SofA&D (Spn) .50 cents a packet 


2-2
  ____ VNC  _____ PSH _____ AVC

  ____ LBC   _____ SMC _____ SFC






3.
Dissolution Step 2 (Simplified)

.43 cents


How to Prepare Decl of Disclosure and Financial Simplified & SofA&D (Eng)
3-1
____ VNC  _____ PSH _____ AVC

____ LBC   _____ SMC _____ SFC




How to Prepare Decl of Disclosure and Financial Simpl & Schedule of A&D (Spn)
3-2
____ VNC  _____ PSH _____ AVC

____ LBC   _____ SMC _____ SFC











4.
Income And Expense

.36 cents


How to Prepare I & E Forms (Eng) (includes blank forms)
4-1
____VNC  _____ PSH _____ AVC

____ LBC  _____ SMC _____ SFC




How to Prepare I&E Forms (Spn) 

(includes blank forms)
4-2
____ VNC  _____ PSH _____ AVC

____ LBC   _____ SMC _____ SFC











5.
Request to Enter Default & Decl Re: Service of Dec of Disclosure

.15 cents a set


How to Prepare Request to Enter Default(Eng) incldg. blank forms
5-1
____ VNC  _____ PSH _____ AVC

____ LBC   _____ SMC _____ SFC





How to Prepare Request to Enter Default(Spn) incldg. blank forms
5-2
____ VNC  _____ PSH _____ AVC

____ LBC   _____ SMC _____ SFC











6.
Dissolution Default Judgment




How to Prepare a Default/Judgment (Eng)

.58 cents 
6-1
____ VNC  _____ PSH _____ AVC

____ LBC   _____ SMC _____ SFC




How to Prepare a Default/Judgment (w/o kids) .43 cents


6-2
____ VNC  _____ PSH _____ AVC

____ LBC   _____ SMC _____ SFC




How to Prepare a Default/Judgment (spn) .71 cents
6-3
____ VNC  _____ PSH _____ AVC

____ LBC   _____ SMC _____ SFC











7.
Dissolution Request For Default Setting

.18 cents


How to Prepare the Request for Default Setting (Eng) Inc blank form
7-1
____ VNC  _____ PSH _____ AVC

____ LBC   _____ SMC _____ SFC




How to Prepare the Request for Default Setting (Spn) Inc blank form
7-2
____ VNC  _____ PSH _____ AVC

____ LBC   _____ SMC _____ SFC











8.
Dissolution Response

.46 cents a packet 


How to Prepare a Response to a Divorce (Eng) 
8-1
____ VNC  _____ PSH _____ AVC

____ LBC   _____ SMC _____ SFC




How to Prepare a Response to a Divorce (Spn) 
8-2
____ VNC  _____ PSH _____ AVC

____ LBC   _____ SMC _____ SFC











9.
Dissolution Trial Setting




How to Prepare the Request for Trial Setting (Eng) .25 cents 
9-1
____ VNC  _____ PSH _____ AVC

____ LBC   _____ SMC _____ SFC




How to Prepare the Request for Trial Setting (Spn) .22 cents
9-2
____ VNC  _____ PSH _____ AVC

____ LBC   _____ SMC _____ SFC











10.
Dissolution MSC/Trial Brief

1.06 cents


How to Prepare a MSC  or Trial Brief (Eng) includes blank forms


10-1
____ VNC  _____ PSH _____ AVC

____ LBC   _____ SMC _____ SFC




How to Prepare a MSC  or Trial Brief (Spn) includes blank forms


10-2
____ VNC  _____ PSH _____ AVC

____ LBC   _____ SMC _____ SFC











11.
Paternity Step 1

.70 cents a packet


How to Prepare the First Step of Paternity (Eng)
11-1
_____ VNC  _____ PSH _____ AVC

_____ LBC   _____ SMC _____ SFC




How to Prepare the First Step of Paternity (Spn)
11-2
_____ VNC  _____ PSH _____ AVC

_____ LBC   _____ SMC _____ SFC











12.
Paternity Request For Default Setting

.15 cents


How to Prepare a Def Setting (Eng)
12-1
____ VNC  _____ PSH _____ AVC

____ LBC   _____ SMC _____ SFC




How to Prepare a Def Setting (Spn)
12-2
____ VNC  _____ PSH _____ AVC

____ LBC   _____ SMC _____ SFC











13.
Paternity Default Judgment

.65 cents


How to Prepare a Default/Jud (Eng)


13-1
_____ VNC  _____ PSH _____ AVC

_____ LBC   _____ SMC _____ SFC




How to Prepare a Default/Jud (Spn)


13-2
_____ VNC  _____ PSH _____ AVC

_____ LBC   _____ SMC _____ SFC











14.
Paternity Trial Setting

.25 cents


How to Prepare a Request for Trial Setting (Eng)
14-1
_____ VNC  _____ PSH _____ AVC

_____ LBC   _____ SMC _____ SFC




How to Prepare a Request for Trial Setting (Spn)
14-2
_____ VNC  _____ PSH _____ AVC

_____ LBC   _____ SMC _____ SFC











15.
Paternity Response

.46 cents


How to Prepare a Response to Paternity (Eng)
15-1
_____ VNC  _____ PSH _____ AVC

_____ LBC   _____ SMC _____ SFC




How to Prepare a Response to Paternity (Spn) 
15-2
_____ VNC  _____ PSH _____ AVC

_____ LBC   _____ SMC _____ SFC











16.
Paternity MSC/Trial Brief

.81 cents


How to prepare an MSC/Trial Brief (eng)
16-1
_____ VNC  _____ PSH _____ AVC

_____ LBC   _____ SMC _____ SFC




How to prepare an MSC/Trial Brief (spn) (not done)
16-2
_____ VNC  _____ PSH _____ AVC

_____ LBC   _____ SMC _____ SFC











17.
OSC




How to Prepare an OSC Initial 

with  Brochures (Eng)

.58 cents


17-1

17-2
_____ VNC  _____ PSH _____ AVC

_____ LBC   _____ SMC _____ SFC


How to Prepare an OSC Initial 

with  Brochures (Spn)

.58 cents


17-3

17-4
_____ VNC  _____ PSH _____ AVC

_____ LBC   _____ SMC _____ SFC


How to Prepare an OSC Mod

with  Brochure (Eng)

.68 cents


17-5

17-6
_____ VNC  _____ PSH _____ AVC

_____ LBC   _____ SMC _____ SFC


How to Prepare an OSC Mod 

with  Brochure (Spn)

.68 cents


17-7

17-8
_____ VNC  _____ PSH _____ AVC

_____ LBC   _____ SMC _____ SFC


How to Prepare an Ex-Parte OSC (Eng/Spn) includes blank forms

.33 cents


17-9
_____ VNC  _____ PSH _____ AVC

_____ LBC   _____ SMC _____ SFC


How to Prepare a Response to an OSC (Eng) includes blank forms

.68 cents


17-10
_____ VNC  _____ PSH _____ AVC

_____ LBC   _____ SMC _____ SFC


How to Prepare an Response to an OSC (Spn) includes blank forms

.68 cents


17-11
_____ VNC  _____ PSH _____ AVC

_____ LBC   _____ SMC _____ SFC


How to Order to Show Cause 

(old version)
17-12
_____ VNC  _____ PSH _____ AVC

_____ LBC   _____ SMC _____ SFC











18.
Domestic Violence

.16 cents







How to Prepare a Response to a TRO (Eng/Spn)


18-1
_____ VNC  _____ PSH _____ AVC

_____ LBC   _____ SMC _____ SFC









19.
First Step of an Eviction




How to Prepare the First Step of the Eviction

(Eng) .60 cents
19-1
_____ VNC  _____ PSH _____ AVC

_____ LBC   _____ SMC _____ SFC




How to Prepare the First Step of the Eviction 

(Spn) .71 cents
19-2
_____ VNC  _____ PSH _____ AVC

_____ LBC   _____ SMC _____ SFC











20.
Eviction Trial Setting and Default Setting




Set the Case for Trial when Tenant Responds (Eng/Spn)-Inc blank forms .18 cents
20-1
_____ VNC  _____ PSH _____ AVC

_____ LBC   _____ SMC _____ SFC




How to Prepare a Default When Tenant Does not Respond (Eng/Spn) .44 cents
20-2
_____ VNC  _____ PSH _____ AVC

_____ LBC   _____ SMC _____ SFC











21.
UD Answer

.33 cents 


How to prepare an Answer to an Eviction (Eng)
21-1


_____ VNC  _____ PSH _____ AVC

_____ LBC   _____ SMC _____ SFC




How to prepare an Answer to an Eviction (Spn)


21-2
_____ VNC  _____ PSH _____ AVC

_____ LBC   _____ SMC _____ SFC






22.
Civil Harassment

1.14 cents (?)


How to Prepare a Petition Prohibiting Harassment  with Brochure (Eng)
22-1
_____ VNC  _____ PSH _____ AVC

_____ LBC   _____ SMC _____ SFC




How to Prepare a Petition Prohibiting Harassment with Brochure (Spn)
22-2
_____ VNC  _____ PSH _____ AVC









23.
Guardianship

1.30 cents


How to Prepare a Petition for Guardianship  (Eng)
23-1
_____ VNC  _____ PSH _____ AVC

_____ LBC   _____ SMC _____ SFC




How to Prepare a Petition for Guardianship  (Spn)
23-2
_____ VNC  _____ PSH _____ AVC









24.
Publication 

.77 cents







How to Prepare Papers for Publication of Divorce Papers (Eng)
24-1
_____ VNC  _____ PSH _____ AVC

_____ LBC   _____ SMC _____ SFC




Brochure 1 English
24-2
_____ VNC  _____ PSH _____ AVC

_____ LBC   _____ SMC _____ SFC




Brochure 2 English
24-3
_____ VNC  _____ PSH _____ AVC

_____ LBC   _____ SMC _____ SFC




How to Prepare Papers for Publication of Divorce Papers (Spn)
24-4
_____ VNC  _____ PSH _____ AVC

_____ LBC   _____ SMC _____ SFC




Brochure 1 Spanish
24-5
_____ VNC  _____ PSH _____ AVC

_____ LBC   _____ SMC _____ SFC




Brochure 2 Spanish
24-6
_____ VNC  _____ PSH _____ AVC

_____ LBC   _____ SMC _____ SFC











25.
Name Change









How to Prepare Petition for Name Change (Adult) (Eng)

.57 cents
25-1
_____ VNC  _____ PSH _____ AVC

_____ LBC   _____ SMC _____ SFC


How to Prepare Petition for Name Change (Adult) (Spn)

65 cents
25-2
_____ VNC  _____ PSH _____ AVC

_____ LBC   _____ SMC _____ SFC


How to Prepare Petition for Name Change (Child) (Eng)

.58 cents
25-3
_____ VNC  _____ PSH _____ AVC

_____ LBC   _____ SMC _____ SFC


How to Prepare Petition for Name Change (Child) (Spn)

.58 cents
25-4
_____ VNC  _____ PSH _____ AVC

_____ LBC   _____ SMC _____ SFC









26.
Answer to Contract

10 double 3 single







How to Prepare an Answer to a Contract (Eng)
26-1
_____ VNC  _____ PSH _____ AVC

_____ LBC   _____ SMC _____ SFC




How to Prepare an Answer to a Contract (Spn)
26-2
_____ VNC  _____ PSH _____ AVC

_____ LBC   _____ SMC _____ SFC











27.
Automobile Accident

9 double 3 single







How to Prepare an Answer to a Auto Accident (Eng)
27-1
_____ VNC  _____ PSH _____ AVC

_____ LBC   _____ SMC _____ SFC




How to Prepare an Answer to a Auto Accident (Spn)
27-2
_____ VNC  _____ PSH _____ AVC

_____ LBC   _____ SMC _____ SFC











28.
Notice of Acknowledgment of Receipt

4 double 4




How to Prepare a Notice of Acknowledgment of Receipt Eng/Spn


28-1
_____ VNC  _____ PSH _____ AVC

_____ LBC   _____ SMC _____ SFC






29.
Intakes

.07 cents




VNC Application/Disposition-Eng


29-1
​​​​_____VNC


 VNC Application/Disposition-Spn


29-2
_____ VNC


 VNC Evaluation (Eng/Spn)


29-3
_____ VNC


 VNC Flyer (Eng/Spn)


29-4
_____ VNC

30.
Intakes

.07 cents




PSH Application/Disposition-Eng


30-1
​​​​_____PSH


 PSH Application/Disposition-Spn


30-2
_____ PSH


 PSH Evaluation (Eng/Spn)


30-3
_____ PSH


 PSH Flyer (Eng/Spn)


30-4
_____ PSH

31.
Intakes

.07 cents




AVC Application/Disposition-Eng


31-1
​​​​_____AVC


 AVC Application/Disposition-Spn


31-2
_____ AVC


 AVC Evaluation (Eng/Spn)


31-3
_____ AVC


 AVC Flyer (Eng/Spn)


31-4
_____ AVC

32.
Intakes

.07 cents




LBC Application/Disposition-Eng


32-1
​​​​_____LBC


 LBC Application/Disposition-Spn


32-2
_____ LBC


 LBC Evaluation (Eng/Spn)


32-3
_____ LBC


 LBC Flyer (Eng/Spn)


32-4
_____ LBC

33.
Intakes

.07 cents




SMC Application/Disposition-Eng


33-1
​​​​_____SMC


 SMC Application/Disposition-Spn


33-2
_____ SMC


 SMC Evaluation (Eng/Spn)


33-3
_____ SMC


 SMC Flyer (Eng/Spn)


33-4
_____ SMC

34.
Intakes

.07 cents




SFC Application/Disposition-Eng


34-1
​​​​_____SFC


 SFC Application/Disposition-Spn


34-2
_____ SFC


 SFC Evaluation (Eng/Spn)


34-3
_____ SFC


 SFC Flyer (Eng/Spn)


34-4
_____ SFC

35.
Referrals

.07 cents




English Referral
35-1
   ____ VNC  _____ PSH _____ AVC

   ____ LBC   _____ SMC _____ SFC




Spanish Referral
35-2
   ____ VNC  _____ PSH _____ AVC

   ____ LBC   _____ SMC _____ SFC



Approval of Copy Order

Approved by:




Caron A. Caines, Managing Attorney
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