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PROTOCOL FOR CLS PRO BONO PROJECT
(Revised on May 23, 2013)

Our project falls under the umbrella of the Jacksonville Area Legal Aid (JALA). The forms that
the prospects will complete and the contracts they will sign are from JALA. We will simply do
the intake and handle as many cases as possible, utilizing each other's expertise and the
established contacts at JALA and the Public Defender's Office. The protocol is the following:

1. Interviews. Make sure that each prospective client completes the intake form, signs and
initials the contract portion of the forms, and executes the authorization. Write all interview
notes on the intake forms, so that JALA will also have access and records.

 Remember that this is a Christian ministry, not just simply pro bono work, so
witness during each interview. Some options include sharing your brief testimony,
sharing some encouraging scriptures, and praying to conclude the interview. Please
do not neglect this opportunity to share the joy of your salvation. Be encouraging.

2. Post-Interview Debriefing. Immediately after the interviews, we will have a debriefing to
attempt to assign all cases taken, determine which cases will be kept by the interviewer,
which will be referred to others in our group, and which will be sent to JALA for direct
handling. JALA forms will be distributed to each volunteer, per paragraphs 4 and 6.

3. Confirmation to interviewee. The following day, the interviewer will send a confirmation
letter to the interviewee advising of the case status (what if anything will be handled or
confirm that it was an information / Q&A only), who will be handling it, and a brief
summary of the anticipated action taken. Address all letters to the client c/o Learning Center
Director, City Rescue Mission, 426 S. McDuff Avenue, Jacksonville, FL 32254. (This will
ensure proper mail forwarding if the client leaves the CRM campus.)

4. Initial Documentation to JALA. For each matter retained, keep a copy of any documents
and intake forms received and forward the originals plus a copy of the client confirmation
letter to Kathy Para at JALA (126 W. Adams Street, Jacksonville, FL 32202), for input into
their system. JALA will catalog the matters, provide needed follow-up support and
ultimately keep track of the pro bono hours reported at case conclusion.

5. Case Handling. We will handle the cases kept (or referred to us) as expediently as possible,
keeping track of our hours spent on each matter.

6. Case Conclusion and Documentation. Advise the client by written letter when the matter
is concluded, referred to JALA or PDO, or when no further assistance is available. To close
the case with JALA, send to Kathy Para by email or by US Mail: a copy of your letter to the
client, a brief statement of the outcome (one or two sentences); and the total number of hours
you spent on the case. Kathy Para, JALA, 126 West Adams Street, 32202,
kathy.para@jaxlegalaid.org. Please copy me on your email or US Mail communication so
that I may keep our CLS files up-to-date, as well.

mailto:kathy.para@jaxlegalaid.org
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2014 FREE LEGAL CLINICS 

OFFERED BY JACKSONVILLE AREA LEGAL AID, INC. and THREE RIVERS LEGAL SERVICES 

DATES AND TIMES ARE SUBJECT TO CHANGE - CALL TO CONFIRM  

 

DUVAL COUNTY CLINICS 

Clinic Type Date/Time Location 
Bankruptcy 
Learn if bankruptcy is right for you. 

 

1
st

 Thursday of Every Month  

(Except July) 

5:00 PM 
 

No appointment needed. 

Jacksonville Area Legal Aid, Inc. 
126 West Adams Street 
Jacksonville, FL, 32202 
Information: (904) 356-8371 

Foreclosure & Homeownership 
Learn about tips to avoid foreclosure, 
foreclosure mediation, foreclosure scams, 
predatory lending & other homeownership 
issues. 

2
nd

 Wednesday of Every Month 

5:00 PM 
 
No appointment needed. 

Jacksonville Area Legal Aid, Inc. 
126 West Adams Street 
Jacksonville, FL, 32202 
Information: (904) 356-8371 

Consumer Rights 
Learn your consumer rights. 

 

3
rd

 Wednesday of Every Month 

5:00 PM 
 

No appointment needed. 

Jacksonville Area Legal Aid, Inc. 
126 West Adams Street 
Jacksonville, FL, 32202 
Information: (904) 356-8371 

Small Claims Clinic  
Information about the process on both filing 
and defending a small claims action. 

Every Thursday 

12:30 p.m.  
 
No appointment needed. 

Duval County Courthouse 
Jury Assembly Room 
501 West Adams Street 
Jacksonville, FL 32202 
Information: (904) 356-8371 

First Time Homebuyers 
Learn about the home buying process 

 

Dates are subject to change.  

Call to Confirm. 
 

Sign up required:  Call Karen at  
(904) 356-8371, Ext. 381. 

Jacksonville Area Legal Aid, Inc. 
126 West Adams Street 
Jacksonville, FL, 32202 
 

Child Support Modification & 

Custody/Timesharing/Paternity 
Covered topics: Child support modification, 
custody/timesharing, and determination of 
paternity. Receive forms and general 
instructions for completion and filing. 

2
nd

 Thursday of Every Month 

5:30 PM 

 
No appointment needed. 

Jacksonville Area Legal Aid, Inc. 
126 West Adams Street 
Jacksonville, FL, 32202 
Information: (904) 356-8371 

Dissolution of Marriage (Divorce) 
Learn about FL dissolution of marriage 
including issues involving children and 
property.  Receive forms and general 
instructions for completion and filing. 

4
th

 Thursday of Every Month 

(Except Nov. and Dec.) 

 4:30-5:30 PM – DOM 

without children 

 6:00-7:00 PM – DOM  

with children 
No appointment needed. 

Jacksonville Area Legal Aid, Inc. 
126 West Adams Street 
Jacksonville, FL, 32202 
Information: (904) 356-8371 

New Start Clinic-Seal/Expunge Criminal 

Arrest Records 
Learn about Workers’ rights, Seal/Expunge, & 
criminal law for ex-offenders 

Every Thursday at 3:00 PM 

 
No appointment Needed 

Jacksonville Area Legal Aid 
126 West Adams Street 
Jacksonville, FL 32202  
Information: (904) 356-8371 

Seal/Expunge Criminal Arrest Records 
Learn whether you qualify for sealing or 
expunging your criminal arrest records and 
how to proceed. 

July 17, 6:15-7:15 PM 

October 16, 6:15-7:15 PM 
Call Three Rivers Legal Services 
Jacksonville office to confirm:  1-866-
256-8091 

Wells Fargo, Community Learning 
Center, 1601 N. Main Street, 2

nd
 Floor, 

32206 

Restoration of Civil Rights 
For those convicted of a felony, learn how to 
regain your civil rights. 

August 21, 6:15-7:15 PM 
Call Three Rivers Legal Services 
Jacksonville office to confirm:  1-866-
256-8091 

Wells Fargo, Community Learning 
Center, 1601 N. Main Street, 2

nd
 Floor, 

32206 

 

NASSAU COUNTY CLINICS 

Consumer Law Clinic 
Learn your consumer rights. 

Sign up required:  Call Karen at  
(904) 356-8371, Ext. 381. 

Nassau County Courthouse 
76347 Veterans Way 
Yulee, FL32097 

Family Law Group Information Clinic 
Covered topics: Child Support Modification, 
Custody/Paternity/Timesharing, and Divorce.  

2
nd

 Monday of Every Month 

(Except November) 

5:30pm  
 

No appointment needed. 

Nassau County Courthouse  
Jury Selection Rm - 1

st
  floor 76347 

Veterans Way 
Yulee, FL 32097 

 

CLAY COUNTY CLINICS 

Family Law Group Information Clinic 
Covered topics: Child Support Modification, 
Custody/Paternity/Timesharing, and Divorce. 

2
nd

 Tuesday of Every Month,  

(Except Nov. and Dec.) 

5:30 pm 
 

No appointment needed. 

Clay County Public Library 
2054 Plainfield Avenue  
Orange Park, FL 32073  
(Just off of Kingsley Ave  
behind Dairy Queen.) 

  
If you are a qualified individual with a disability, you can request a reasonable accommodation/auxiliary aid to participate in this event, at no charge 
to you, by contacting the JALA ADA Coordinator at 904-353-1320 V/ TTY or 904-245-1121  Video Phone  with a minimum of  5 business days 
notice prior to the event. The ADA coordinator has no information as to this event; please do not call the JALA ADA Coordinator for event specific 
information. 
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Department of the Treasury
Internal Revenue ServiceInstructions for Form 2848

(Rev. March 2012)
Power of Attorney and Declaration of Representative

be an individual eligible to practice before the IRS. EligibleSection references are to the Internal Revenue Code unless
individuals are listed in Part II, Declaration of Representative, itemsotherwise noted.
a-r. You may authorize a student who works in a qualified Low
Income Taxpayer Clinic (LITC) or Student Tax Clinic ProgramGeneral Instructions
(STCP) to represent you under a special order issued by the Office
of Professional Responsibility, see the instructions for Part II, later.What’s New Your authorization of an eligible representative will also allow that
individual to receive and inspect your confidential tax information.Joint returns. Joint filers must now complete and submit separate
See the instructions for line 7.Forms 2848 to have the power of attorney recorded on the IRS’s

Centralized Authorization File (CAF). Use Form 8821, Tax Information Authorization, if you want to
authorize an individual or organization to receive or inspect yourCopies of notices and communications. You must check the
confidential tax return information, but do not want to authorize anbox next to your representative’s name and address if you want to
individual to represent you before the IRS. Use Form 4506T,authorize the IRS to send copies of all notices and communications
Request for Transcript of Tax Return, if you want to authorize anto your representative.
individual or organization to receive or inspect transcripts of your

Acts authorized. Check boxes have been added to assist you in confidential return information, but do not want to authorize an
identifying certain specific acts that your representative may individual to represent you before the IRS. This form is often used
perform. The CAF no longer records authorizations allowing your by third parties to verify your tax compliance.
representative to receive but not endorse your refund check; the

Use Form 56, Notice Concerning Fiduciary Relationship, tocheck box authorizing this act has been eliminated.
notify the IRS of the existence of a fiduciary relationship. A fiduciary

Representative designations. A new designation (i) has been (trustee, executor, administrator, receiver, or guardian) stands in
added for registered tax return preparers. Also, the designations for the position of a taxpayer and acts as the taxpayer, not as a
student attorneys and student certified public accountants (CPA) representative. If a fiduciary wishes to authorize an individual to
have been combined into one designation (k). See the instructions represent or perform certain acts on behalf of the entity, the
for Part II. fiduciary must file a power of attorney that names the eligible

individual(s) as representative(s) for the entity. Because theFuture developments. The IRS has created a page on IRS.gov
fiduciary stands in the position of the entity, the fiduciary signs thefor Form 2848 and its instructions, at www.irs.gov/form2848.
power of attorney on behalf of the entity.Information about any future developments affecting Form 2848

(such as legislation enacted after we release it) will be posted on Note. Authorizing someone to represent you does not relieve youthat page. of your tax obligations.

Purpose of Form
Where To FileUse Form 2848 to authorize an individual to represent you before

the IRS. See ‘‘Substitute Form 2848’’ for information about using a Except as provided in this paragraph, completed Forms 2848
power of attorney other than a Form 2848 to authorize an individual should be mailed or faxed directly to the IRS office identified in the
to represent you before the IRS. The individual you authorize must Where To File Chart below. The exceptions are listed as follows:

Where To File Chart

IF you live in... THEN use this address... Fax number*

Alabama, Arkansas, Connecticut, Delaware, District of
Columbia, Florida, Georgia, Illinois, Indiana, Kentucky, Internal Revenue Service Louisiana, Maine, Maryland, Massachusetts, Michigan, P.O. Box 268, Stop 8423 901-546-4115Mississippi, New Hampshire, New Jersey, New York,  Memphis, TN 38101-0268North Carolina, Ohio, Pennsylvania, Rhode Island, South
Carolina, Tennessee, Vermont, Virginia, or West Virginia

Alaska, Arizona, California, Colorado, Hawaii, Idaho, Iowa,
Kansas, Minnesota, Missouri, Montana, Nebraska, Internal Revenue Service 
Nevada, New Mexico, North Dakota, Oklahoma, Oregon, 1973 N. Rulon White Blvd. MS 6737 801-620-4249
South Dakota, Texas, Utah, Washington, Wisconsin, or Ogden, UT 84404
Wyoming

All APO and FPO addresses, American Samoa, Internal Revenue Service nonpermanent residents of Guam or the U.S. Virgin International CAF TeamIslands**, Puerto Rico (or if excluding income under 2970 Market Street 267-941-1017Internal Revenue Code section 933), a foreign country: MS:3-E08.123. U.S. citizens and those filing Form 2555, 2555-EZ, or  Philadelphia, PA 191044563.

* These numbers may change without notice.
**Permanent residents of Guam should use Department of Taxation, Government of Guam, P.O. Box 23607, GMF, GU 96921; permanent residents of the
U.S. Virgin Islands should use: V.I. Bureau of Internal Revenue, 6115 Estate Smith Bay, Suite 225, St. Thomas, V.I. 00802.

Cat. No. 11981UMar 21, 2012

http://www.irs.gov/form2848
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• If Form 2848 is for a specific use, mail or fax it to the office Revocation of Power of Attorney/
handling the specific matter. For more information on specific use,

Withdrawal of Representativesee the instructions for line 4.
• Your representative may be able to file Form 2848 electronically If you want to revoke an existing power of attorney and do not want
via the IRS website. For more information, go to IRS.gov and under to name a new representative, or if a representative wants to
the Tax Professionals tab, click on e-services — for Tax Pros. If withdraw from representation, mail or fax a copy of the previously
you complete Form 2848 for electronic signature authorization, do executed power of attorney to the IRS, using the Where To File
not file Form 2848 with the IRS. Instead, give it to your Chart, or if the power of attorney is for a specific matter, to the IRS
representative, who will retain the document. When a power of office handling the matter. If the taxpayer is revoking the power of
attorney is mailed or faxed to the IRS using the Where To File attorney, the taxpayer must write “REVOKE ” across the top of the
Chart, the power of attorney will be recorded on the CAF. Unless first page with a current signature and date below this annotation. If
when the power of attorney is revoked or withdrawn earlier, a the representative is withdrawing from the representation, the
power of attorney recorded on the CAF generally will be deleted representative must write “WITHDRAW ” across the top of the first
from the CAF seven years after it is first recorded. However, you page with a current signature and date below this annotation. If you

do not have a copy of the power of attorney you want to revoke ormay re-establish the record of the authorization for representation
withdraw, send a statement to the IRS. The statement of revocationby resubmitting the power of attorney to the IRS using the Where
or withdrawal must indicate that the authority of the power ofTo File Chart. In the case of a power of attorney held by a student
attorney is revoked, list the matters and periods, and must beof an LITC or an STCP, the CAF record will be deleted 130 days
signed and dated by the taxpayer or representative as applicable. Ifafter it is received and you generally must submit a new power of
the taxpayer is revoking, list the name and address of eachattorney to the IRS if you want to authorize the same student or
recognized representative whose authority is revoked. When theanother student of an LITC or an STCP to represent you.
taxpayer is completely revoking authority, the form should state
“remove all years/periods” instead of listing the specific tax matter,Authority Granted years, or periods. If the representative is withdrawing, list the name,

Except as specified below or in other IRS guidance, this power of TIN, and address (if known) of the taxpayer.
attorney authorizes the listed representative(s) to receive and
inspect confidential tax information and to perform all acts (that is, Substitute Form 2848
sign agreements, consents, waivers or other documents) that you The IRS will accept a power of attorney other than Form 2848
can perform with respect to matters described in the power of provided the document satisfies the requirements for a power of
attorney. However, this authorization, does not include the power to attorney. See Pub. 216, Conference and Practice Requirements,
receive a check issued in connection with any liability for tax or any section 601.503(a). These alternative powers of attorney cannot,
act specifically excluded on line 5 of the power of the attorney. however, be recorded on the CAF unless a completed Form 2848
Additionally, unless specifically provided in the power of attorney, is attached. See Instruction to Line 4 for more information. You are
this authorization does not include the power to substitute another not required to sign the Form 2848 when it is attached to an
representative or add another representative, the power to sign alternative power of attorney that has been signed by you, but your
certain returns or the power to execute a request for disclosure of representative must sign the Declaration of Representative on the
tax returns or return information to a third party. See instructions to Form 2848. See Pub. 216, Conference and Practice Requirements,
line 5 for more information regarding specific authorities. section 601.503(b)(2).

Note. The power to sign tax returns only may be granted in limited Representative Address Changesituations. See instructions to line 5 for more information.
If the representative’s address has changed, a new Form 2848 is
not required. The representative can send a written notification thatSpecial rules for registered tax return preparers
includes the new information and the representative’s signature to

and unenrolled return preparers the location where the Form 2848 was filed.
Registered tax return preparers and unenrolled return preparers
may only represent taxpayers before revenue agents, customer Additional Information
service representatives, or similar officers and employees of the Additional information concerning practice before the IRS may be
Internal Revenue Service (including the Taxpayer Advocate found in:
Service) during an examination of the taxable period covered by the • Treasury Department Circular No. 230, Regulations Governing
tax return they prepared and signed. Registered tax return the Practice before the Internal Revenue Service (Circular 230),
preparers and unenrolled return preparers cannot represent and
taxpayers, regardless of the circumstances requiring • Pub. 216, Conference and Practice Requirements.
representation, before appeals officers, revenue officers, counsel or
similar officers or employees of the Internal Revenue Service or the For general information about taxpayer rights, see Pub. 1, Your
Department of Treasury. Registered tax return preparers and Rights as a Taxpayer.
unenrolled return preparers cannot execute closing agreements,
extend the statutory period for tax assessments or collection of tax,
execute waivers, execute claims for refund, or sign any document
on behalf of a taxpayer. Specific Instructions

A registered tax return preparer is an individual who has passed
an IRS competency test. A registered tax return preparer may Part I. Power of Attorney
prepare and sign Form 1040 series tax returns as a paid return
preparer. An unenrolled return preparer is an individual other than Line 1. Taxpayer Information
an attorney, CPA, enrolled agent, enrolled retirement plan agent, Enter the information requested about you. Do not enter information
enrolled actuary, or registered tax return preparer who prepares about any other person, including your spouse, except as stated in
and signs a taxpayer’s return as the preparer, or who prepares a the specific instructions below.
return but is not required (by the instructions to the return or

Individuals. Enter your name, social security number (SSN),regulations) to sign the return.
individual taxpayer identification number (ITIN), and/or employer

If a registered tax return preparer or an unenrolled return identification number (EIN), if applicable, and your street address or
preparer does not meet the requirements for limited representation, post office box. Do not use your representative’s address or post
you may authorize the unenrolled return preparer to inspect and/or office box for your own. If you file a tax return that includes a sole
receive your taxpayer information, by filing Form 8821. Completing proprietorship business (Schedule C) and the matters that you are
the Form 8821 will not authorize the unenrolled return preparer to authorizing the listed representative(s) to represent you include
represent you. See Form 8821. your individual and business tax matters, including employment tax

-2- Instructions for Form 2848 (Rev. 3-2012)

www.irs.gov


Page 3 of 5 Instructions for Form 2848 (Rev. 3-2012) 9:33 - 21-MAR-2012

The type and rule above prints on all proofs including departmental reproduction proofs. MUST be removed before printing.

liabilities, enter both your SSN (or ITIN) and your business EIN as Note.  Representatives will not receive forms, publications, and
your taxpayer identification numbers. If you, your spouse, or former other related materials with the notices.
spouse are submitting powers of attorney to the CAF in connection If the representative is a former employee of the federal
with a joint return that you filed, you must submit separate Forms government, he or she must be aware of the postemployment
2848 even if you are authorizing the same representative(s) to restrictions contained in 18 U.S.C. 207 and in Circular 230, section
represent you. 10.25. Criminal penalties are provided for violation of the statutory
Corporations, partnerships, or associations. Enter the name, restrictions, and the Office of Professional Responsibility is
EIN, and business address. If this form is being prepared for authorized to take disciplinary action against the practitioner.
corporations filing a consolidated tax return (Form 1120) and the Students in LITCs and the STCP. The lead attorney or CPA
representation concerns matters related to the consolidated return, must be listed as a representative. List the lead attorney or CPA
do not attach a list of subsidiaries to this form. Only the parent first on line 2, then the student on the next line. Also see
corporation information is required on line 1. Also, for line 3 only list Declaration of Representative later, to complete Part II.
Form 1120 in the Tax Form Number column. A subsidiary must file
its own Form 2848 for returns that must be filed separately from the Line 3. Description of Matters
consolidated return, such as Form 720, Quarterly Federal Excise Enter the description of the matter, and where applicable, the taxTax Return, Form 940, Employer’s Annual Federal Unemployment form number, and the year(s) or period(s) in order for the power of(FUTA) Tax Return, and Form 941, Employer’s QUARTERLY attorney to be valid. For example, you may list “Income, 1040” forFederal Tax Return. calendar year “2010” and “Excise, 720” for “2010” (this covers all
Exempt organization. Enter the name, address, and EIN of the quarters in 2010). For multiple years or a series of inclusive
exempt organization. periods, including quarterly periods, you may list 2008 through (thru
Trust. Enter the name, title, and address of the trustee, and the or a hyphen) 2010. For example, “2008 thru 2010” or “2nd 2009 -
name and EIN of the trust. 3rd 2010.” For fiscal years, enter the ending year and month, using

the YYYYMM format. Do not use a general reference such as “AllDeceased Individual. For Form 1040: Enter the name and SSN
years,” “All periods,” or “All taxes.” Any power of attorney with a(or ITIN) of the decedent as well as the name, title, and address of
general reference will be returned. Representation only applies forthe decedent’s executor or personal representative.
the years or periods listed on line 3. Only tax forms directly relatedEstate. Enter the name of the decedent as well as the name, title,
to the taxpayer may be listed on line 3.and address of the decedent’s executor or personal representative.

You may list the current year/period and any tax years orFor Forms 706: Enter the decedent’s SSN (or ITIN) for the taxpayer
periods that have already ended as of the date you sign the poweridentification number. For all other IRS forms: Enter the estate’s
of attorney. However, you may include on a power of attorney onlyEIN for the taxpayer identification number, or, if the estate does not
future tax periods that end no later than 3 years after the date thehave an EIN, enter the decedent’s SSN (or ITIN).
power of attorney is received by the IRS. The 3 future periods areGifts. Enter the name, address, and SSN (or ITIN) of the donor.
determined starting after December 31 of the year the power of

Employee plan. Enter the name, address, and EIN or SSN of the attorney is received by the IRS. You must enter the description of
plan sponsor. Also, enter the three-digit plan number. If the plan’s the matter, the tax form number, and the future year(s) or period(s).
trust is under examination, see the instructions relating to trust If the matter relates to estate tax, enter the date of the decedent’s
above. If both the plan and trust are being represented by the same death instead of the year or period. If the matter relates to an
representative, separate Forms 2848 are required. employee plan, include the plan number in the description of the

matter.Line 2. Representative(s)
If the matter is not a tax matter, or if the tax form number, orEnter your representative’s full name. Only individuals who are

years or periods does not apply to the matter (for example,eligible to practice before the IRS may be named as
representation for a penalty or filing a ruling request or arepresentatives. Use the identical full name on all submissions and
determination letter, or Application for Award for Originalcorrespondence. If you want to name more than three
Information under section 7623, Closing Agreement on Finalrepresentatives, indicate so on this line and attach an additional
Determination Covering Specific Classification Settlement ProgramForm(s) 2848.
(CSP), Form 8952, Application for Voluntary Classification

Enter the nine-digit CAF number for each representative. If a Settlement Program (VSCP), or FOIA) specifically describe the
CAF number has not been assigned, enter “None,” and the IRS will matter to which the power of attorney pertains (including, if
issue one directly to your representative. The CAF number is a applicable, the name of the employee benefit plan) and enter “Not
unique nine-digit identification number (not the SSN, EIN, PTIN, or Applicable” in the appropriate column(s).
enrollment card number) that the IRS assigns to representatives.

Civil penalty representation (including the trust fund recoveryThe CAF number is not an indication of authority to practice. The
penalty). Unless you specifically provide otherwise on line 5,representative should use the assigned CAF number on all future
representation for return-related penalties and interest is presumedpowers of attorney. CAF numbers will not be assigned for
to be included when representation is authorized for the related taxemployee plans and exempt organizations application requests.
return on line 3. However, if the penalty is not related to a return,

Enter the PTIN, if applicable, for each representative. If a PTIN you must reference “civil penalties” or the specific penalties for
has not been assigned, but one has been applied for, then write which representation is authorized on line 3. For example, Joann
‘‘applied for’’ on the line. prepares Form 2848 authorizing Margaret to represent her before

Check the appropriate box to indicate if either the address, the IRS in connection with the examination of her 2009 and 2010
telephone number, or fax number is new since a CAF number was Forms 1040. Margaret is authorized to represent Joann with
assigned. respect to the accuracy-related penalty that the revenue agent is

proposing for the 2009 tax year. Similarly, if Diana authorizes JohnCheck the box on the line for up to two representatives to
to represent her in connection with his Forms 941 and W-2 forindicate that you want original and other written correspondence to
2010, John is authorized to represent in connection with the failurebe sent to you and a copy to the indicated representative(s). You
to file Forms W-2 penalty that the revenue agent is consideringmust check the box next to a representative’s name and address if
imposing for 2010. However, if Diana only authorizes John toyou want to authorize this representative to receive copies of all
represent her in connection with her Form 1040 for 2010, he is notnotices and communications sent to you by the IRS. If you do not
authorized to represent her when the revenue agent proposes towant any notices sent to your representative(s) then do not check
impose a trust fund recovery penalty against her in connection withthe box. By checking this box you are not changing your last known
the employment taxes owed by the Schedule C business she owns.address with the IRS. To change your last known address, use

Form 8822 for your home address and use Form 8822-B to change How to complete line 3. If you are authorizing this
your business address. Both forms are available at IRS.gov. Also, representative to represent you only with respect to penalties and
by checking this box, you are replacing any prior designation of a interest due on the penalties, enter “civil penalties” on line 3. The
different representative to receive copies of written correspondence description of matter column and the year(s) to which the penalty
related to the matters designated on line 3. applies in the year(s) or period(s) column. Enter “Not Applicable” in

-3-Instructions for Form 2848 (Rev. 3-2012)
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the tax form number column. You do not have to enter the specific attorney is being filed pursuant to Treasury regulations section
penalty. 1.6012-1(a)(5), which requires a power of attorney to be attached to

a return if a return is signed by an agent by reason of [enter theNote. If the taxpayer is subject to penalties related to an
specific reason listed under (a), (b), or (c) under Authority to signindividual retirement account (IRA) (for example, a penalty for
your return, earlier]. No other acts on behalf of the taxpayer areexcess contributions), enter “IRA civil penalty” on line 3.
authorized.’’

Line 4. Specific Uses Not Recorded on CAF Authorizing an agent. To authorize an agent you must do all
Generally, the IRS records powers of attorney on the CAF system. four of the following:
The CAF system is a computer file system containing information 1. Complete lines 1-3.
regarding the authority of individuals appointed under powers of 2. Check the box on line 4.
attorney. The system gives IRS personnel quicker access to 3. Write the following statement on line 5:
authorization information without requesting the original document “This power of attorney is being filed pursuant to Treasuryfrom the taxpayer or representative. However, a specific-use power regulations section 1.6012-1(a)(5), which requires a power ofof attorney is a one-time or specific-issue grant of authority to a attorney to be attached to a return if a return is signed by an agentrepresentative or is a power of attorney that does not relate to a by reason of [enter the specific reason listed under (a), (b), or (c)specific tax period (except for civil penalties) that is not recorded in under Authority to sign your return, earlier]. No other acts on behalfthe CAF. Examples of specific issues include but are not limited to of the taxpayer are authorized.”the following: 4. Sign and date the form. If your return is electronically filed,• Requests for a private letter ruling or technical advice, your representative should attach Form 2848 to Form 8453, U.S.• Applications for an EIN, Individual Income Tax Transmittal for an IRS e-file Return, and• Claims filed on Form 843, Claim for Refund and Request for send to the address listed in the instructions for Form 8453. If youAbatement, file a paper return, Form 2848 should be attached to your return.• Corporate dissolutions, See the instructions for line 7 for more information on signatures.• Circular 230 Disciplinary Investigations and Proceedings, The agent does not complete Part II of Form 2848.• Requests to change accounting methods or periods,
• Applications for recognition of exemption under sections Other. List any other acts you want your representative to be
501(c)(3), 501(a), or 521 (Forms 1023, 1024, or 1028), able to perform on your behalf.• Request for a determination of the qualified status of an

Tax matters partner. The tax matters partner (TMP) (as definedemployee benefit plan (Forms 5300, 5307, 5316, or 5310),
in section 6231(a)(7)) is authorized to perform various acts on• Application for Award for Original Information under section
behalf of the partnership. The following are examples of acts7623,
performed by the TMP that cannot be delegated to the• Voluntary submissions under the Employee Plans Compliance
representative:Resolution System (EPCRS), and • Binding nonnotice partners to a settlement agreement under• Freedom of Information Act requests.
section 6224 and, under certain circumstances, binding all partners

Check the box on line 4 if the power of attorney is for a use that to a settlement agreement under Tax Court Rule 248 and
will not be listed on the CAF. If the box on line 4 is checked, the • Filing a request for administrative adjustment on behalf of the
representative should mail or fax the power of attorney to the IRS partnership under section 6227.
office handling the matter. Otherwise, the representative should

Check the box for deletions and list the act or acts you do notbring a copy of the power of attorney to each meeting with the IRS.
want your representative to perform on your behalf.

A specific-use power of attorney will not revoke any prior powers
of attorney recorded on the CAF or provided to the IRS in Line 6. Retention/Revocation of Prior Power(s)
connection with an unrelated specific matter. of Attorney
Line 5. Acts Authorized If this power of attorney is filed on the CAF system, it generally will

revoke any earlier power of attorney previously recorded on theUse line 5 to modify the acts that your named representative(s) can
system for the same matter. If this power of attorney is for a specificperform. Check the box for the acts authorized that you intend to
use or is not filed on the CAF, this power of attorney only willauthorize or specifically not authorize your representative to
revoke an earlier power of attorney that is on file with the sameperform on your behalf. In the space provided, describe any
office and for the same matters. For example, you previouslyspecific additions or deletions.
provided the IRS’s Office of Chief Counsel with a power of attorneySubstituting or adding a representative . Your representative
authorizing Attorney A to represent you in a PLR matter. Now,cannot substitute or add another representative without your written
several months later you decide you want to have Attorney Bpermission unless this authority is specifically delegated to your
handle this matter for you. By providing the IRS’ Office of Chiefrepresentative on line 5. If you authorize your representative to
Counsel with a power of attorney designating Attorney B to handlesubstitute another representative, the new representative can send
the same PLR matter, you are revoking the earlier power ofin a new Form 2848 with a copy of the Form 2848 you are now
attorney given to Attorney A. If you do not want to revoke anysigning attached and you do not need to sign the new Form 2848.
existing power(s) of attorney check the box on this line and attach a

Disclosure of returns to a third party. A representative cannot copy of the power(s) of attorney. The filing of a Form 2848 will not
execute consents that will allow the IRS to disclose your tax return revoke any Form 8821 that is in effect.
or return information to a third party unless this authority is
specifically delegated to the representative on line 5. Line 7. Signature of Taxpayer(s)
Authority to sign your return. Treasury regulations section

Individuals. You must sign and date the power of attorney. If a1.6012-1(a)(5) permits another person to sign a return for you only
joint return has been filed, your spouse must execute his or herin the following circumstances: 
own power of attorney on a separate Form 2848 to designate a(a) Disease or injury,
representative.(b) Continuous absence from the United States (including Puerto
Corporations or associations. An officer having authority to bindRico), for a period of at least 60 days prior to the date required by
the taxpayer must sign.law for filing the return, or

(c) Specific permission is requested of and granted by the IRS for Partnerships. All partners must sign unless one partner is
other good cause. authorized to act in the name of the partnership. A partner is
Authority to sign your income tax return may be granted to (1) your authorized to act in the name of the partnership if, under state law,
representative or (2) an agent (a person other than your the partner has authority to bind the partnership. A copy of such
representative). authorization must be attached. For purposes of executing Form

Authorizing your representative.  Check the box on line 5 2848, the TMP is authorized to act in the name of the partnership.
authorizing your representative to sign your income tax return and However, see Tax matters partner, earlier. For dissolved
include the following statement on the line provided: ‘‘This power of partnerships, see 26 CFR 601.503(c)(6).

-4- Instructions for Form 2848 (Rev. 3-2012)
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Estate.  If there is more than one executor, only one co-executor
i Registered Tax Return Preparer —Enter your PTIN.having the authority to bind the estate is required to sign. See 26

CFR 601.503(d). k Student—Enter LITC or STCP.
Employee plan. If the plan is listed as the taxpayer on line 1, a

r Enrolled Retirement Plan Agent—Enter the enrollment cardduly authorized individual having authority to bind the taxpayer
number issued by the Office of Professional Responsibility.must sign and that individual’s exact title must be entered. If the

trust is the taxpayer listed on line 1, a trustee having the authority to
Students in LITCs and the STCP. You must receive permissionbind the trust must sign with the title of trustee entered. A Form 56,
to practice before the IRS by virtue of your status as a law,Notice Concerning Fiduciary Relationship, must also be completed
business, or accounting student working in a Low Income Taxpayerto identify the current trustee.
Clinic or the Student Tax Clinic Program under section 10.7(d) ofAll others. If the taxpayer is a dissolved corporation, decedent,
Circular 230. Be sure to attach a copy of the letter from the Office ofinsolvent, or a person for whom or by whom a fiduciary (a trustee,
Professional Responsibility authorizing practice before the IRS.guarantor, receiver, executor, or administrator) has been appointed,

Note. In many cases, the student practitioner’s authority issee 26 CFR 601.503(d).
limited (for example, they may only practice under the supervisionNote. Generally the taxpayer signs first, granting the authority and
of another practitioner). At the end of 130 days after input to thethen the representative signs, accepting the authority granted. The
CAF, they are automatically purged from the CAF.date between when the taxpayer signs and when the representative

subsequently signs must be within 45 days for domestic Any individual may represent an individual or entity before
authorizations and within 60 days for authorization from taxpayers personnel of the IRS when such representation occurs
residing abroad. If the taxpayer signs after the representative signs, outside the United States. Individuals acting as

TIP

there is no time requirement. representatives must sign and date the declaration; leave the
Licensing jurisdiction (state) or other licensing authority columnPIN number.  If you are submitting this form electronically through
blank. See section 10.7(c)(1)(vii) of Circular 230.the IRS’s e-services portal, enter the PIN number you used to sign

the form you submitted electronically on the copy of the form you
retain. You should not provide your PIN number to your

Privacy Act and Paperwork Reduction Act Notice. We ask forrepresentative(s) or include it on the copy of the form your
the information on this form to carry out the Internal Revenue laws.representative(s) will retain.
Form 2848 is provided by the IRS for your convenience and its use
is voluntary. If you choose to designate a representative to act onPart II. Declaration of Representative your behalf, you must provide the requested information. Section

The representative(s) you name must sign and date this declaration 6109 requires you to provide your identifying number; section 7803
and enter the designation (for example, items a-r) under which he authorizes us to collect the other information. We use this
or she is authorized to practice before the IRS. Representatives information to properly identify you and your designated
must sign in the order listed in line 2 earlier. In addition, the representative and determine the extent of the representative’s
representative(s) must list the following in the “Licensing jurisdiction authority. Failure to provide the information requested may delay or
(state) or other licensing authority‘‘ and ’’Bar, license, certification, prevent honoring your Power of Attorney designation.
registration, or enrollment number” columns: The IRS may provide this information to the Department of

Justice for civil and criminal litigation, and to cities, states, the
a Attorney—Enter the two-letter abbreviation for the state (for District of Columbia, and U.S. possessions to carry out their tax

example, “NY” for New York) in which admitted to practice laws. We may also disclose this information to other countries
under a tax treaty, to federal and state agencies to enforce federaland associated bar or license number, if any.
nontax criminal laws, or to federal law enforcement and intelligence

b Certified Public Accountant—Enter the two-letter agencies to combat terrorism.
abbreviation for the state (for example, “CA” for California) in You are not required to provide the information requested on a
which licensed to practice and associated certification or form that is subject to the Paperwork Reduction Act unless the form
license number, if any. displays a valid OMB control number. Books or records relating to a

form or its instructions must be retained as long as their contentsc Enrolled Agent—Enter the enrollment card number issued by may become material in the administration of any Internal Revenue
the Office of Professional Responsibility. law.

The time needed to complete and file Form 2848 will varyd Officer—Enter the title of the officer (for example, President,
depending on individual circumstances. The estimated averageVice President, or Secretary).
time is: Recordkeeping, 11 min.; Learning about the law or the

e Full-Time Employee—Enter title or position (for example, form, 53 min.; Preparing the form, 77 min.; Copying and
Comptroller or Accountant). sending the form to the IRS, 58 min.

If you have comments concerning the accuracy of these timef Family Member—Enter the relationship to taxpayer
estimates or suggestions for making Form 2848 simpler, we would

(generally, must be a spouse, parent, child, brother, sister, be happy to hear from you. You can write to the Internal Revenue
grandparent, grandchild, step-parent, step-child, step-brother, Service, Individual and Specialty Forms and Publications Branch,
or step-sister). SE:W:CAR:MP:T:I, 1111 Constitution Ave. NW, IR-6526,

Washington, DC 20224. Do not send Form 2848 to this address.g Enrolled Actuary—Enter the enrollment card number issued Instead, see the Where To File Chart.
by the Joint Board for the Enrollment of Actuaries.

h Unenrolled Return Preparer—Enter your PTIN.
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HANDLING CRIMINAL RECORDS  
THAT ARE A BARRIER TO EMPLOYMENT1 

 

Jacksonville Area Legal Aid, Inc. offers assistance to qualified applicants to seal or 
expunge criminal records. 
 

Are employers allowed to ask about or check my criminal history? 
Yes.  In fact, employers are required by federal and Florida law to run a criminal 
background check on applicants or employees in certain jobs that involve positions of 
trust or security or the care of children, the disabled or the elderly.  Employers are not 
prohibited from obtaining criminal history records so long as their policies regarding 
obtaining and using such records are applied in a non-discriminatory way. 

 
What does it mean to seal or expunge criminal records? 

Sealing a criminal record means removing it from public view.  Expunging a record 
means that it is physically destroyed.  The effect of either is that with certain exceptions, 
you are lawfully allowed to deny that the sealed or expunged offense occurred.  You 
may have to admit a sealed or expunged offense if applying for or working in jobs that 
involve positions of trust or security or the care of children, the disabled or the elderly.   
 

Who is eligible to seal or expunge a criminal record? 
Under Florida law, you may seal or expunge only one criminal record in a lifetime unless 
the offenses are related.  Only those who were never convicted of any crime are eligible.  
Under the applicable law, you are not considered to have been “convicted” if found guilty 
but adjudication was withheld.  Therefore, you may be eligible so long as you have no 
offense where there was an “adjudication of guilt.”  In addition, if the record was 
disposed of as adjudication withheld, you cannot seek an expungement until after it has 
been sealed for ten (10) years or no prosecution must have occurred.  Certain 
dangerous offenses may not be sealed or expunged depending on your plea.   
 

What is the cost to seal or expunge a criminal record? 
If eligible for services through Jacksonville Area Legal Aid, Inc., there is no charge for 
attorney’s fees.  However, there are fees to other agencies, such as the Florida 
Department of Law Enforcement and the county clerk of court. 
 

What if I am not eligible to seal or expunge a criminal record  
but am having trouble finding a job because of the record? 

On job applications and in interviews, you must be honest about the criminal record, so it 
is important that you know what your record contains.  If you are not sure, obtain a copy 
of your record so you can be prepared to deal with it.  You can obtain copies of Florida 
criminal history records through the arresting agencies, courts where the offenses were 
prosecuted or the Florida Department of Law Enforcement.   
 
If you believe there is an error on your record, take action to correct it.  If an offense 
appears that did not involve you, it may involve identity theft where someone used your 
name and identifying information when arrested.  This can be easily corrected at no 

                                                 
1
 The information provided here is general in nature and not intended as legal advice.  The laws 
discussed are subject to change without notice.  Seek legal advice for more information. 
 



charge by submitting a Compromised Identity Review Claim Form to the Florida 
Department of Law Enforcement.  (Obtain the form at www.fdle.state.fl.us.  Click on the 
Criminal History Records Search button, then look for the link for Compromised Identify 
Review.)  Other mistakes, such as an offense by someone with the same or similar 
name and birth date may need to be corrected at the court where the offense was 
prosecuted and the agency that reported the offense under your name. 
 
Failure to be honest about your record on a job application or in an interview can result 
in not being hired or immediate discharge if the employer learns of the offense.  Even if 
the employer was not concerned about your record, it may decide not to hire you or fire 
you for being dishonest if you did not disclose the offense when asked.  Most 
employment applications contain language stating that you certify that the information 
you provided is true and complete, meaning that you answered all questions honestly 
and thoroughly.   
 
Be sure to read questions on employment applications carefully and only answer what is 
asked.  If asked only about felonies, you have no duty to volunteer information about 
misdemeanors.  If asked only about offenses within a certain time period, you have no 
duty to volunteer information beyond that time period.  If asked only about offenses for 
which you were found guilty, you have no duty to volunteer information about arrests 
where charges were dismissed or you were found not guilty. 
 
On applications and in interviews, admit the offense and express remorse, then focus on 
the positive things you have done since that time - such as education, training or 
accomplishments; letters of recommendation from employers or community members; 
the length of time since the last offense; the fact that the offense occurred when you 
were young; etc. 
  
Search out employers who hire ex-offenders.  Employers are given incentives to hire ex-
offenders through a tax credit.  If otherwise unable to find work, try to locate employers 
who participate in this program.  In addition, you may qualify for a free, limited-time 
fidelity bond that protects an employer against theft crimes by you.  Your local 
WorkSource office can assist with more information about special programs for 
employment of ex-offenders.    
 
You may request a pardon from the Governor.  While obtaining a pardon does not 
change your eligibility to seal or expunge a record, it may help you in your job search 
because it shows forgiveness of the offense.  For more information about how to request 
a pardon, call (850) 488-2952. 

 

Where can I get help? 
 
Call Jacksonville Area Legal Aid at 356-8371 for information on applying for help. 
 
 
 
 

 

 

JACKSONVILLE AREA LEGAL AID, INC. 
Employment Law Project 
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GETTING CHILD SUPPORT: 

WHAT CAN I DO? 
 

 
 

 

 

WHAT IS CHILD SUPPORT? 

Child support is money provided to parents raising their children without the financial help of the 

other parent being in the home.  Non-parents caring for children may also be eligible to receive child 

support.  Only parents can be required to pay support. Child support is paid to meet the needs of the 

child, including housing, utilities, food, clothing, and medical care.  

 

MAY I REFUSE CHILD SUPPORT? 

Children have the right to receive child support.  Parents do not have the right to give up child 

support.  For example, a parent cannot agree to give up child support to get the other parent to give 

up visitation. 

 

HOW CAN I GET CHILD SUPPORT? 

A parent who is not supporting his or her child can be ordered by a court to pay child support. 

Whether the parent is ordered to pay, and how much, will depend on the parent=s income.  Other 

factors, such as childcare and health insurance expenses for the child may also affect the amount. 

 

HOW DO I GET A COURT ORDER FOR CHILD SUPPORT? 

You will need to file a case to get child support.  The type of case you need to file depends on your 

circumstances.  If you are married, but separated, you may file for dissolution of marriage (divorce).  

If you do not want a divorce, you may file for child support alone. 

 

WHAT IF I AM NOT MARRIED? 

The other parent can be ordered to pay child support through a paternity case.  In a paternity case, the 

father may either admit that he is the child=s father, or the court can order a DNA test.  Even if the 

father is already on the birth certificate, a paternity case is required to get child support between 

unmarried parents.  

 

WHO CAN HELP ME GET CHILD SUPPORT? 

The Child Support Enforcement Program may be able to help you.  It provides assistance with 

starting child support, collecting child support that has already been ordered, and increasing child 

support that has already been ordered.  You may contact the Child Support Enforcement Program at 

1-800-622-KIDS.  You should call for an appointment.  You can also find out the location of the 

office in or near your county by phone, by internet at www.myflorida.com/dor/childsupport, or in the 

resource section of this guide. 

 



 

WILL I HAVE TO PAY FOR THE CHILD SUPPORT ENFORCEMENT PROGRAM TO 

HELP ME? 

If you receive welfare on behalf of your child, there are no fees.  If you do not receive welfare, there 

is only a $25 application fee.  You do not have to pay filing or attorney=s fees.  The Child Support 

Enforcement Program will ask the court to hold the other parent responsible. 

 

IF I RECEIVE WELFARE FOR A CHILD IN MY CARE, CAN I STILL GET CHILD 

SUPPORT FROM THE CHILD====S PARENT? 

If you receive welfare for a child, your right to support is assigned to the State.  The State will try to 

sue the other parent for future child support for you, and for repayment of the welfare the State 

provided to you in the past.  If child support is ordered, you will have the right to decide whether you 

want to continue receiving welfare, or receive the future child support.  If you continue to receive 

welfare, the State may keep all or a portion of the child support as repayment for the welfare.  When 

you no longer receive welfare, you can receive the full amount of the child support being paid. 

 

WHAT IS THE STATE OF FLORIDA DISBURSEMENT UNIT? 

The State of Florida Disbursement Unit is the payment-processing center for child support in all 

Florida cases.  The court will require child support to be paid through the disbursement unit, unless 

you agree otherwise.  When the disbursement unit receives a payment from a non-custodial parent, a 

check is cut to the custodial parent or other caretaker the next working day.  You may also call the 

disbursement unit toll free at 1-877-769-0251 to check when the last payment was received.  You 

may also get a printout of payments from most local courthouse depositories.  In Duval County, 

contact the Domestic Relations Depository, Room 402, Duval County Courthouse, 330 East Bay 

Street, Jacksonville, and (904) 630-1130.  In Clay County, contact the Central Governmental 

Depository, Clay County Courthouse, 825 North Orange Avenue, Green Cove Springs, and (904) 

278-3691.  Check with your Clerk of Court in other counties. 

  

WHAT IF THE PERSON I NEED SUPPORT FROM LIVES IN ANOTHER STATE? 

The Child Support Enforcement Program can call on its sister programs in other states to sue a parent 

outside of Florida for child support.  You do not have to travel there. 

 

WHAT CAN I DO TO HELP MY CHILD SUPPORT CASE? 

! Know the address and place of work of the parent who should pay child support. 

! Keep good records of money received and money owed.  

! Keep all the court orders you receive and bring them with you to appointments with lawyers 

or child support enforcement workers. 

! Write down any questions you have and bring them with you to appointments with lawyers 

or child support enforcement workers. 

 

 

 

 

 



DO I HAVE TO ALLOW THE OTHER PARENT VISITATION EVEN IF HE OR SHE IS 

NOT PAYING CHILD SUPPORT AS ORDERED? 

If visitation has been ordered, you should not stop visitation because of failure to pay child support. 

Otherwise, you may be held in contempt of court. The proper way to deal with non-payment of child 

support is to ask the court to hold the non-custodial parent in contempt of court for failure to pay 

child support. 

 

WHAT IF I WANT A DIVORCE? 

JACKSONVILLE AREA LEGAL AID, INC. may be able to handle your divorce if you qualify for 

free legal help and you meet our guidelines for divorce cases. 

 

WHAT IF I DO NOT QUALIFY FOR LEGAL AID? 

If you need help finding a private lawyer to take your case, the LAWYER REFERRAL SERVICE 

may help you.  The Lawyer Referral Service can arrange for you to meet with a lawyer for 30 

minutes for $50.  Costs for additional services will be subject to arrangement with the lawyer.  You 

can call the service at 399-5780 for an appointment. 

 

If you cannot retain an attorney, you may file your own case.  The FLORIDA SUPREME COURT 

provides free family law forms and instructions on their website at www.flcourts.org.  The forms 

include: dissolution of marriage (divorce), paternity, custody modification and enforcement, 

visitation modification and enforcement, child support, child support modification and enforcement, 

domestic violence, repeat violence, dating violence, sexual violence, step-parent adoption and name 

change.  If you do not have internet access at home, you may use the internet at your local public 

library. 
 



RESOURCES 

 

Jacksonville Bar Association    Family Court Services 

Lawyer Referral Service    Room 413, Duval County Courthouse 

(904) 399-5780     330 East Bay Street, Jacksonville, FL 32202 

       (904) 630-2111 

Child Support Enforcement Program   

921 North Davis Street, Bldg. A,    Room 309, Clay County Courthouse 

Suite 350 (Duval)     825 North Orange Avenue 

Suite 250 (Nassau)     Green Cove Springs, FL 32043 

Jacksonville, FL 32209    (904) 278-3636 

(800) 622-5437      

       Nassau County Annex 

3540 Highway 17 N, Suite 123 (Clay)   76347 Veterans Way, Yulee, FL 32034 

Green Cove Springs, FL 32043   (904) 491-2028 

(800) 622-5437       

       St. John=s County Self-Help Coordinator 

75 King Street, Room 241 (St. John=s)   (904) 827-5631 

St. Augustine, FL 32084      

(800) 622-5437      

        

Jacksonville Area Legal Aid, Inc. 

126 West Adams Street, Jacksonville, FL 32202 

(904) 356-8371 

 

3540 Highway 17, Suite 101 

Green Cove Springs, FL 32043 

(904) 284-8410 

 

222 San Marco Avenue, St. Augustine, FL 32084 

(877) 827-9921  

 

Jacksonville Area Legal Aid, Inc. is supported in part by: 

The City Of Jacksonville    Federal Housing and Urban Development 

NE Florida Area Agency on Aging    Florida Department of Children/Families 

Florida Department of Elder Affairs    Office of Refugee Resettlement 

United Way of Northeast Florida     U.S. Department of Health and Human Services 

Office of Attorney General     Individual Contributions 

Baker, Clay, Duval, Nassau County Filing Fees 

Victims of Crimes Act/Violence Against Women Act 

The Florida Bar Foundation with funds provided  by Florida's Interest on Trust Accounts Program 

 

Prepared by:  Jacksonville Area Legal Aid, Inc., A United Way Agency  Revised 01/09 

The information provided in this brochure is not a substitute for legal advice.   

The laws described here may change without notice. 
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  HOW TO REDUCE 

  OR MODIFY YOUR  

CHILD SUPPORT PAYMENTS 
 

 

 

HOW CAN I CHANGE THE AMOUNT OF SUPPORT I HAVE TO PAY? 

The only legal way to change your child support payments is to have a judge decide to reduce or 

suspend your child support payments. 

 

WHEN CAN I REDUCE MY CHILD SUPPORT PAYMENTS? 

A judge can reduce or suspend your child support payments if there has been a ”substantial change” 

in your circumstances since the Final Judgment or court Order containing the judge’s decision in 

your case was entered. A substantial change in circumstances is anything affecting your ability to pay 

or the children’s need to receive child support.  For example, if you lose your job or get laid off; your 

employer cuts your salary; you have a dramatic increase in expenses or a prolonged illness; or the 

children start living with you, one or more of these events may be considered a substantial change in 

circumstances. 

 

HOW DO I GET A CHILD SUPPORT MODIFICATION ORDER? 

First, you need to file a written petition with the Court which includes your current address. This 

petition can be a letter written to the judge who ordered you to pay child support, but it should be 

notarized.  You must send a copy of your petition to the party receiving child support or their 

attorney, if they have one, and keep a copy for yourself. 

 

To make it easier for the Court to file your petition, you need to put a caption and case number at the 

top of the first page of the papers.  You can copy the case number, division and the names of the 

parties from your old Court papers.  You can download a form Supplemental Petition for 

Modification of Child Support from the Florida Supreme Court website at www.flcourts.org. 

 

WHAT SHOULD MY PETITION SAY? 

If you can’t afford to continue paying child support, you should ask the Court to reduce or suspend 

your payments.  Your petition should also include any information showing a substantial change in 

your circumstances and why you can not continue to pay your child support obligation. 

 

You will also need to complete a financial affidavit.   The financial affidavit is a sworn statement 

that contains information regarding your income, expenses, assets and liabilities. This affidavit 

should be signed and notarized. You should file the original financial affidavit with your petition, 

mail a copy of the financial affidavit to the other party, and keep a copy for yourself. 

 

 

 



WHAT HAPPENS AFTER I FILE MY PETITION? 

The judge will set a date for a hearing.  You will be notified of the time, date and place of the 

hearing.  Your children’s caretaker is also entitled to a notice of the hearing.  You must attend the 

hearing.  Men should wear a coat and tie and women should wear a dress or pantsuit.  If you do not 

appear at the hearing, the judge may dismiss your case. 

 

You can represent yourself in court without an attorney’s help.  At the hearing, the judge will want to 

know why you can’t keep up with your child support.  You need to bring all of your financial records 

or other proof with you to the hearing that you can’t continue paying child support.   

 

If the judge finds that you do not have the present ability to pay child support, the judge will reduce 

or suspend your payments. 

 

WHAT IF I STOP PAYING CHILD SUPPORT WITHOUT GETTING A COURT ORDER? 

If you don’t pay or are late with your payments, your children’s caretaker can have a contempt order 

issued against you.  You will be required to appear in Court and explain to the judge why you have 

not paid your child support.  If the judge finds that you were able to pay, but willfully refused to do 

so, and that you have the present ability to pay, the judge can put you in jail until you pay all or part 

of the amount you owe.  The judge can also place a lien against your property.  The property can then 

be sold to get the child support money. 

 

HOW CAN I GET ASSISTANCE IN REDUCING MY CHILD SUPPORT? 

You may call the Lawyer’s Referral Service at 399-5780 for assistance in finding a private attorney.  

It costs $50 for a 30-minute meeting with an attorney.  Fees for further services can be arranged with 

that attorney. 

 

You should be aware that as of 1992 the Child Support Enforcement Program is legally required to 

assist parents in reducing their child support payments.  Their address is 921 North Davis Street, 

Bldg. A, Jacksonville, Florida, 32202.  You may call them at 1-800-622-5437 for an appointment.  

You should be aware that there is now a $25 application fee for assistance. 

 

The Family Court Services program, located in Room 413 of the courthouse provides free legal 

clinics on how to modify a court order. You can contact them at 630-1130 for more information. 

 

The Clerk of the Court, located in Room 103 of the courthouse sells a packet of forms and 

instructions on how to file a modification action. In addition, you can access the family law forms 

from the Florida Supreme Court website at www.flcourts.org. 

 



RESOURCES 

 

Jacksonville Bar Association    Family Court Services 

Lawyer Referral Service    Room 413, Duval County Courthouse 

(904) 399-5780     330 East Bay Street, Jacksonville, FL 32202 

       (904) 630-2111 

Child Support Enforcement Program   

921 North Davis Street, Bldg. A,    Room 309, Clay County Courthouse 

Suite 350 (Duval)     825 North Orange Avenue 

Suite 250 (Nassau)     Green Cove Springs, FL 32043 

Jacksonville, FL 32209    (904) 278-3636 

(800) 622-5437      

       Nassau County Annex 

3540 Highway 17 N, Suite 123 (Clay)   76347 Veterans Way, Yulee, FL 32034 

Green Cove Springs, FL 32043   (904) 491-2028 

(800) 622-5437       

       St. John=s County Self-Help Coordinator 

75 King Street, Room 241 (St. John=s)   (904) 827-5631 

St. Augustine, FL 32084      

(800) 622-5437      

        

Jacksonville Area Legal Aid, Inc. 

126 West Adams Street, Jacksonville, FL 32202 

(904) 356-8371 

 

3540 Highway 17, Suite 101 

Green Cove Springs, FL 32043 

(904) 284-8410 

 

222 San Marco Avenue, St. Augustine, FL 32084 

(877) 827-9921  

 

Jacksonville Area Legal Aid, Inc. is supported in part by: 

The City Of Jacksonville    Federal Housing and Urban Development 

NE Florida Area Agency on Aging    Florida Department of Children/Families 

Florida Department of Elder Affairs    Office of Refugee Resettlement 

United Way of Northeast Florida     U.S. Department of Health and Human Services 

Office of Attorney General     Individual Contributions 

Baker, Clay, Duval, Nassau County Filing Fees 

Victims of Crimes Act/Violence Against Women Act 

The Florida Bar Foundation with funds provided  by Florida's Interest on Trust Accounts Program 

 

Prepared by:  Jacksonville Area Legal Aid, Inc., A United Way Agency  Revised 01/09 

The information provided in this brochure is not a substitute for legal advice.   

The laws described here may change without notice. 
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INTRODUCTION 
 
Many children are cared for by their extended families, godparents, or family friends.  Questions often 
arise for these caregivers who are providing for children who are not their own: 
 
!What legal documents are required to care for the children? 
!What legal rights do caregivers have if the parents come to take the children? 



!What benefits are the caregivers eligible to receive for the children? 
  

WHAT ARE MY LEGAL OPTIONS? 
 
The chart inside summarizes the legal options available to caregivers and the benefits they may receive 
with each.  A general description of each option also follows: 
 

Consent to Medical Treatment without Legal Documents 
 
Florida law ('743.0645, Fla. Stat.) allows the following relatives to consent to the routine medical and 
dental care of children when their parents cannot be located to provide the consent: 
 
!child=s grandparents 
!child=s adult brother or sister 
!child=s adult aunt or uncle   
 
Only routine medical and dental care is  covered by this law.  Surgery, general anesthesia, psychotropic 
drugs, or other extraordinary treatment is not covered.  Of course, health professionals may still treat a 
child when there is an emergency endangering the child=s health, even when the parents cannot be 
located  ('743.064(1), Fla. Stat.). 
 

Power of Attorney Documents 
 
Florida law ('743.0645, Fla. Stat.) allows any person with a valid Power of Attorney executed by a child=s 
parents to consent to routine medical and dental care when the parents cannot be located.  The Power of 
Attorney also gives the caregiver the right to consent to necessary surgery and general anesthesia, 
unless specifically excluded.  Other rights may also be included in the document.  The Power-of-Attorney 
is valid until it expires, is destroyed, or is revoked. 
 

Temporary Custody Orders for Extended Family Members 
 
Florida law (Ch. 751, Fla. Stat.) allows  a child=s grandparents, great grandparents, great great 
grandparents, aunts and uncles, great aunts and great uncles, first cousins,  adult siblings, or step-
parents (if still happily married to the parents) to file for a court order granting them temporary custody 
of the child in their care.  The parents must either consent, fail to object, or be proved unfit.  The order 
allows the caregiver to consent to medical treatment, enroll the child in school, and qualify for other 
benefits.  The order is valid until the child=s parents request the court to dissolve the order, and prove 
they are now able to take care of their child. 
 

Guardianship 
 
Florida law (Ch. 744, Fla. Stat.) allows any person, unless convicted of a felony, to file to become legal 
guardian of a child.  The parents must either consent, fail to object, or be proved unable to care for their 
child. Guardianship is valid until the child=s parents request  the court to dissolve the order.  A guardian 
may have to attend a class and file annual reports with the court unless the court agrees to waive these 
requirements.  The law is geared to caregivers providing for children with assets to be managed.   It is 
also used by caretakers who do not meet the extended family requirement for a temporary custody order. 
  



 
Adoption 

 
Florida law (Ch. 63, Fla. Stat.) allows any heterosexual person to adopt a child.  This legal procedure 
completely terminates the parents= rights and responsibilities concerning the child. It  gives the caregiver 
full parental rights as if the child was born to the caregiver.  The parents must consent, not object, or be 
proved to have abused or abandoned the child.  Non-relative applicants must be reviewed by the Florida 
Department of Children & Families, unless the court  waives this requirement.  An adoption order is 
permanent.    
 

Dependency Action 
 
Florida law (Ch. 39, Fla. Stat.) protects children who have been abandoned, abused, or neglected.  The 
State, after a call to the abuse hotline (1-800-96-ABUSE), or any person may file a dependency case to 
remove a child from one or both parents until the parents are no longer a danger to their child.  While 
the child is out of the home, if the other parent is not a safe choice, the child=s other family members will 
be given preference for placement, although there is no guarantee.  Also, they may be eligible for 
relative caregiver financial benefits.  If no family member or other adult comes forward, the child is 
placed in shelter or Foster Care.       
 

 
 

SUMMARY OF CAREGIVER=S LEGAL OPTIONS AND BENEFITS AVAILABLE 
 

 
CHARACTERISTICS 

 
MEDICAL 
CONSENT (NO 
DOC.) 

 
POWER OF 
ATTORNEY 

 
TEMPORARY 
RELATIVE 
CUST. ORDER 

 
GUARDIAN- 
SHIP ORDER 

 
ADOPTION 
ORDER 

 
DEPENDENCY 
ORDER 

 
LEGAL DOCUMENT REQUIRED 

 
NO 

 
YES 

 
YES 

 
YES 

 
YES 

 
YES 

 
REQUIRES A COURT 
PROCEDURE 

 
NO 

 
NO 

 
YES 

 
YES 

 
YES 

 
YES 

 
FLEXIBILITY FOR THE 
PARENT(S) 

 
VERY 
FLEXIBLE 

 
VERY 
FLEXIBLE 

 
MODIFIABLE 
BY COURT 

 
MODIFIABLE 
BY COURT 

 
NONE 

 
MODIFIABLE 
BY COURT 

 
SECURITY FOR CAREGIVER 

 
NONE 

 
NONE 

 
STABLE 

 
STABLE 

 
PERMANENT 

 
SUBJECT TO 
DCF APPROVAL 

 
PARENT(S) MUST BE NOTIFIED 
OR CONSENT  

 
NO, EXCEPT 
IF SURGERY 
REQUIRED 

 
YES 

 
YES 

 
YES 

 
YES, AND RIGHTS 
MUST BE 
TERMINATED 

 
YES 

 
CHILD MUST CONSENT  

 
NO 

 
NO 

 
NO 

 
NO 

 
YES, IF 12 YEARS 
OR OLDER 

 
NO 

 
CAREGIVERS COVERED BY 
LEGAL OPTION 

 
GRAND 
PARENT,  
AUNT,UNCLE 
ADULT 
BROTHER OR 
SISTER 

 
ANYONE - 
RELATIVE OR 
NON-
RELATIVE 

 
ONLY GRAND-
PARENT, AUNT, 
UNCLE, ADULT 
BROTHER OR 
SISTER, FIRST 
COUSIN, STEP-
PARENT 

 
ANYONE - 
RELATIVE OR 
NON-RELATIVE 
WITHOUT 
FELONY 
CONVICTION 

 
ANYONE -  
 NON-RELATIVES 
HAVE MORE 
REQUIREMENTS - 
(HOMOSEXUALS 
CURRENTLY 
EXCLUDED) 

 
ANYONE 
SUBJECT TO 
DCF AND COURT 
APPROVAL 

 
TEMPORARILY PREVENTS 
PARENT(S) FROM TAKING 
CHILD(REN) FROM 
CAREGIVER 

 
NO 

 
NO 

 
YES 

 
YES 

 
YES, 
PERMANENTLY 

 
YES 

       



TANF (FORMERLY AFDC) YES, WITHIN 
5TH DEGREE 
KINSHIP 

YES, WITHIN 
5TH DEGREE 
KINSHIP 

YES YES YES YES 

 
FOODSTAMPS  

 
YES 

 
YES, BUT NOT 
NECESSARY 

 
YES, BUT NOT 
NECESSARY 

 
YES, BUT NOT 
NECESSARY 

 
YES, BUT NOT 
NECESSARY 

 
YES, BUT NOT 
NECESSARY 

 
HUD HOUSING 

 
SOMETIMES 

 
SOMETIMES 

 
YES 

 
YES 

 
YES 

 
YES 

 
HABITAT HOUSING 

 
SOMETIMES 

 
SOMETIMES 

 
YES 

 
YES 

 
YES 

 
YES 

 
PRIVATE INSURANCE 
COVERAGE 

 
NO 

 
SOMETIMES, 
BUT 
UNLIKELY 

 
SOMETIMES 

 
SOMETIMES 

 
YES 

 
SOMETIMES 

 
SOCIAL SECURITY BENEFITS 
FOR CHILD(REN) ON 
CAREGIVER'S CHECK 
(A) IF STEP-PARENT, 
GRANDPARENT OR STEP-
GRANDPARENT 
(B) IF OTHER RELATIVE OR 
NON-RELATIVE  

 
(A) YES, IF 
SPECIFIC 
REQUIRE-
MENTS ARE 
MET 
 
(B)  NO 

 
(A) YES, IF 
SPECIFIC 
REQUIRE-
MENTS ARE 
MET 
 
(B) NO 

 
(A) YES, IF 
SPECIFIC 
REQUIRE-MENTS 
ARE 
 MET 
 
(B) NO 

 
(A) YES, IF 
SPECIFIC 
REQUIRE- 
MENTS ARE 
MET 
 
(B) NO 

 
(A) YES 
 
 
 
 
 
(B) YES 

 
(A) YES, IF 
SPECIFIC 
REQUIRE- 
MENTS ARE 
MET 
 
(B) NO 

 
PAYEE ON CHILD(REN)'S 
SOCIAL SECURITY CHECK 

 
YES, WITH 
PARENT 
COOPER-
ATION 

 
YES, IF  
WRITTEN IN 
DOCUMENT 

 
YES 
 

 
YES 

 
YES 
 

 
YES 

 
ENROLL CHILD IN SCHOOL, 
REVIEW RECORDS AND 
CONSENT TO PROGRAMMING 

 
NO 

 
MAYBE, IF  
WRITTEN IN 
DOCUMENT 

 
YES 

 
YES 

 
YES 

 
YES 

 
ALLOWS PARENT(S) TO JOIN 
THE ARMED FORCES 

 
NO 

 
NO 

 
YES 

 
YES 

 
YES 

 
YES 

 
 

RESOURCES 
 

JACKSONVILLE BAR ASSOCIATION 
Lawyer Referral Service 

(904) 399-5780 
 

JACKSONVILLE AREA LEGAL AID, INC. 
126 West Adams Street 
 Jacksonville, FL 32202 

(904) 356-8371 
 

3540 Highway 17, Suite 101 
Green Cove Springs, FL 32043 

(904) 284-8410 
 

222 San Marco Avenue 
 St. Augustine, FL 32084 

(877) 827-9921  
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