Glen’s Auto Text Samples

I. Medical Expense Table

This is a very handy table which will automatically total a list of expenses. The first row will repeat at the top of new pages (if the table is long enough to span multiple pages). 

The total is calculated using a “field”. To update the calculation, place the cursor in the Total field and press the <F9> key.

Caution: Do not leave any of the rows under “Charge” blank. The Total will not calculate correctly if you do. Fill in any unknown amounts with “0.00” instead:

	Medical Provider
	Charge

	
	

	
Total
	$   0.00


Deposition Summary Table

Same idea as the medical expense table. Different format, no number totaling:

	Page/Line
	Description

	
	


Caption

Captions on pleadings are notoriously time consuming. This AutoText has saved me a ton of time and work:

IN THE COURT OF COMMON PLEAS FOR <<County Name Here>>  COUNTY, OHIO
	<<Plaintiffs Names and Addresses Here>>

<<Plaintiff/Defendant>>


v.

<<Defendants Names and Addresses Here>>

<<Plaintiff/ Defendant>>.
	


Case No. <<Case No Here>>

Judge <<Name of Judge Here>>




<<Title of Pleading Here>>

Appeal Brief Front Page

The cover page of an appellate brief is a big job made easier by this auto text.

IN THE COURT OF APPEALS OF OHIO
<<Number of Appellate District Here>> APPELLATE DISTRICT
<<County of Trial Court Here>> COUNTY

	<<Plaintiffs Names and Addresses Here>>

<<Plaintiff/Defendant>>


v.

<<Defendants Names and Addresses Here>>

<<Plaintiff/ Defendant>>.
	Case No. <<Case No Here>>




APPEAL FROM THE COMMON PLEAS COURT FOR 
<<Trial Court County Here>> COUNTY, OHIO

Trial Court Case No. <<Trial Court Case No. Here>>

	<<Brief of Appellant/Appellee>>


	<<Address Block of Attorney>>

Attorney for <<Appellant/Appellee>>
	<<Address Block of Attorney>>

Attorney for <<Appellant/Appellee>>


Pleading Signature Block

It is not as easy to properly format a signature block as it looks. This one uses no tabs and <enter> key was not used at the end of each line! As a result, Word considers this to be a singer paragraph which is formatted such that the lines will never be split over a page break:

Respectfully Submitted,

<<YOUR FIRM NAME>>



_____________________________
<<Your Name>> 
(<<Your Reg. No.>>)
Attorney for Plaintiffs
<<Your Street>>
<<Your City, State, Zip>>
Telephone: 
<<Your Phone>>
Facsimile: 
<<Your Fax>>
E-mail: <<your e-mail>>

II. Letter Form

This template is used to start a letter. It is formatted to fit my firm’s letter head. Modify it to suit your situation.
December 14, 2005
	Error! Reference source not found.

	


Re:

Dear :

