FORMS AND PRECEDENTS GUIDE

Westlaw New Zealand
Forms and Precedents

The Forms and Precedents collection comprises more than 5,000 expertly drafted precedents, statutory
forms and checklists, and practical commentary.

This guide outlines various methods to locate a form or precedent in Westlaw New Zealand and describes
how a document can be downloaded and completed in Microsoft Word using the Drafting Aide.

How to Browse a Precedent Topic

How to locate a document using the Precedents Index

How to search for Forms and Precedents using Plain Language

How to search for Forms and Precedents using Terms and Connectors
Document Features

Using the Drafting Aide

How to Browse a Precedent Topic

1. From the Westlaw New Zealand homepage click Forms and Precedents from the Secondary
Sources list.

MATTER1234  History  Folders  Favourites  Molifications

WESTLAW -

Contenttypes | Practiceareas  Tools

Cases Legislation

Secondary Sources
All Cases Al Legislation All Secondary Sources

Latest Cases Current Acts Commentary

Ato Z of New Zealand Law

@ [romserrececens

Law Reviews & Journals

Specialist Law Reports Current Secondary Legislation

By Practice Area Current Other Instruments

Key Number System Bills
Workflows

Browse by topic AllBills

2. The Forms & Precedents are displayed by practice areas. Click the required Precedents from the list
e.g., Wills and Estates Precedents.
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FORMS AND PRECEDENTS GUIDE

W

Click “Add to Favourites” to create a shortcut to a set of Precedents used regularly.

4. Click “What's New" for information on the latest updates.
Note: Precedents will be updated to maintain currency in line with legislative changes, case law
developments and any other relevant considerations.

5. Browse the content by clicking the + signs e.g., Wills.
Note: Content is displayed by document type e.g., General Information (commentary), Sample
Wills, Clauses Library and Checklists.

6. Click the title to open the document e.g. WillO8.
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Forms & Precedents Index

O Willol — Instruction sheet for your will
O Willo2 — How to sign a will
= O sample Wills [Chapter View]
O Willo3 — Will: Standard Husband/Wife/Civil Union Partner/De Facto Partner (Plural Executors)
(O Willo4 — Will: Single Person and for Specific Bequests (Plural Executors)

O Willos — Will: De Facto or Second Marriage/Civil Union, Life Tenancy with Residue to Children or Grandchildren (Plural
Executors)

O Willog — Will: Trust as Beneficiary (Plural Executors)

‘ O Willog — Advance directive (living will) ‘
= O Clauses Library [Chapter View]
0 Clau01 — Attestation
0 Clau02 — Trust fund for child with special needs
0 Clau03 — Distribution of household items

[ Clau04 — Certificate of testamentary capacity

How to locate a document using the Precedents Index
You can use the index to locate a list of documents displayed by topic and form type.

1. From the homepage click Forms and Precedents from Secondary Sources then select Family
Precedents. To open the Precedents Index, click the title.
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The “Author content reviewed” date will indicate the currency of the precedent collection.
Browse by Topic e.g., Adoption and view the document type e.g., Checklists, Commentary,
Letters, Precedents, Prescribed Forms and Clauses.

Click on the unique identifier link, to open the document. e.g., AdoLOZ2.
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3 Bt fullscreen
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View Full TOC

Q P-

Reading Mode

Last Review: 14/11/2023

Family Precedents — What's New

I Precedents Index — Family

Adoption
Appeals
Care and Protection

Care of Children and Child
Abduction

child support
Dissolution of Marriage
District Court Rules 2014
Domestic Maintenance
Family Court Rules 2002
Family Protection

Family Violence

Legal Aid

Marriages and Civil Unions
Mental Health

Paternity

Practice Motes, Directions,
Protocols and Guidelines

Protection of Personal and
Property Rights

Family Precedents — Index

>
>
>e Author content reviewed: October 2023 (Care of Children and Child Abduction; Domestic Maintenance; Legal Aid); September 2023
> (Protection of Personal and Property Rights); August 2023 (Surregacy); July 2023 (Appeals; Child Support); May 2023 (Family
Protection; Paternity; Testamentary Promises); April 2023 (Family Violence; Relationship Property); March 2023 (Dissolution of
> Marriage; Marriages and Civil Unions); February 2023 (Separation); December 2022 (Youth Justice); October 2022 (Care and
> Protection); July 2021 (Adoption); April 2021 (Mental Health).
Forms > Adoption
>
e Checklists and Interview Sheets
Forms »
> *  AdocOl1 — Process checklists for lawyer instructed to obtain an adoption order
. *  Adoc02 — Financial statements
+  Adei01 — Client interview sheet
’ Commentary
z +  Adoption — General Information (starting at [AD1])
+  Adoption — International Instruments (starting at [Al1])
’ Letters
>
. Letter to client(s) regarding proposed application for adoption order
N +  Adol03 — Filing application for adoption order and supporting documents by post

+  AdolL03A — Filing of application for order dispensing with consent to adoption

How to search for Forms and Precedents using Plain Language
You can conduct a plain language search to locate relevant precedents.

1.
the suggested content drop-down menu e.g., Employment Precedents.

From the homepage type in the name of precedent topic e.g., Employment, then select the title from
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Browse by topic
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2. From the Precedents collection page enter your search terms, in plain language into the search bar
e.g., alcohol or drug policy then click Search.
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WESTLAW MATTER1234  History  Folders Favourites  Notifications &  Signout

Search Tij

Home > Secondary Sources > Forms & Precedents
Employment Precedents

¢ AddtoFavourites  Setasstartpage GO Copylink

Browse Employment Precedents below or search above. ()

O Select all content

O Employment Precedents — What's New
O Precedents Index - Employment

No items selected

# O Employment Agreements
# O Code of Good Faith in Collective Bargaining

(# O Practice Directions
@ O Prescribed Forms

(# O Trial Management Precedents

Clear Selection

Q SearchTOC *  ReadingMode [ % ~

Tools & Resources

Forms & Precedents Index

3. Westlaw will automatically search all the “employment precedents” for the term alcohol, drug or

policy or policies.

Note: The search result documents are listed in order of relevance which generally means documents
with the highest number of hits, proximity of search terms, and search terms found in the title, are likely
to be at the top of the list.

4. Select post search filters to refine the search results.
Note: The Form Type filter will provide a list of document types i.e., Clause, Precedents, Statutory

Form.

Apply

Filter category

Secondary Sources

Restore previous filters

Employment Precedents (34)
YOUR SEARCH  Edit -

Any of These Terms: alcohol drug policy
1-34 Sort:  Relevance ¥ A~ =~ oo m %~

[ Selectallitems - Noitems selected

() 1 Prec094 — Drug Testing — Precedent 94
Search within resuits Employment Precedents - EMPPRE 532112152 « NZ
Q 0 The Employment Agreement
...Employment Precedents (online ed, Thomson Reuters) at [Prec094 — Drug Testing — Precedent 94] 1 August 2023 Employment Precedents
Publication Type * Employment Agreements Clauses Library Prec094 — Drug Testing — Precedent 94 Employment The Employment Agreement DRUG TESTING
INTRODUCTION The employer is obliged under...
Publication Name +
...while they are at work. Impairments due to drug or alcohol use and abuse are hazards within the workplace that may...
Practice Area i 2 v . 0 = , R
...harm. Employees are required to maintain a blood alcohol concentration not exceeding .05% (.05 grams per 100 millilitres) and a drug-free level at
Form Type - all times while on duty, and must not attend work under the influence of alcohol or drugs. EMPLOYEE ASSISTANCE PROGRAMME (EAP) Any employee
who considers that he or she may have a drug or alcohol problem may join the drug and rehabilitation programme, being part of the employer’s
N confidential employee...
O clause 20 = e,
O Precedent o 3 ...will provide help and information to employees who suffer from alcohol or substance abuse problems, and will arrange or provide assessment...
[ 2. Prec094A — Policy restricting consumption of alcohol in work-related contexts — Precedent 94A
Author * Employment Precedents - EMPPRE 532112224 - NZ
Previously Viewed + ...Employment Precedents (online ed, Thomson Reuters) at [Prec094A — Policy restricting consumption of alcohel in work-related contexts —
Precedent 94A] 1 August 2023 Employment Precedents Employment Agreements Clauses Library Prec094A — Policy restricting consumption of
Documents in Folders + alcohol in work-related contexts — Precedent 94A Q: To whom does this policy apply? A: The policy applies to all employees. Q: Can | have a beer...
e L iflamfound ta be underthe influence of deues aralcahal at work orLbave 2 pasitive test? A- You, >
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How to Search Forms and Precedents using Terms and Connectors
Terms and connectors can be used to provide precise and efficient content searches.

1. Tosearch all Westlaw New Zealand Precedents, click Forms and Precedents under the Content Types
tab on the Westlaw New Zealand home page.

2. Click "Search Tips” to display a list of terms and connectors.

Enter "joint venture" /5 agreement into the search bar then click Search.

This will search all precedents for where the exact phrase “joint venture” appears within five words of

agreement.

W
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Legislation
O select all content No items selected Clear Selection Specify content to search Secondary Sources

O Alternative Dispute Resolution Precedents O Mergers, Acquisitions and Takeovers Precedents
O Banking and Finance Precedents O Partnerships and Joint Ventures Precedents
Civil Litigation Precedents [ Patents Precedents
O Company Precedents U Personal Grievances Precedents
O Copyright Precedents O Property Precedents
Criminal Precedents [ Resource Management Precedents
O Employment Precedents 0 Rural Property Precedents
O Family Precedents O sale and Purchase of a Business Precedents
O Fisheries Precedents [ Sale of Alcohol Precedents
U Franchising Precedents [ Trade Marks Precedents
O Information Technology Contracts Precedents O Trusts Precedents
O Insolvency Precedents O wills and Estates Precedents

4. Use the post search filters on the left to refine the results list e.qg., Practice Area
Note: The Practice Area filter displays a list of practice areas where the documents appear e.qg.,
Commercial, Contract, Banking & Financial Services.
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Search Tips >
Advanced >

Forms &Precedents = | adv: “joint venture” /5 agreement L 2

Filter « Back to Forms & Precedents
Forms & Precedents (4)
Select multiple YOURSEARCH  Edit -
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Apply
1-a A~ =~ B -~
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[ Selectallitems - Noitems selected
Secondary Sources

[m] L Joint01 — Jeint Venture agreement (incorporated) &
Restore previous filters Partnerships and Joint Ventures Precedents - PJVPRE 532113958 - NZ
..and Joint Ventures Precedents (online ed, Thomson Reuters) at [Joint01 — Joint Vent: in 1 2023
Partnerships and Joint Ventures Precedents Joint Ventures Precedents Joint01 — Joint Venture agreement (incorporated) DATED [1=Date] [2=FULL
NAME OF FIRST...

Search within results
LOF SECOND PARTY] and [4=FULL NAME OF THIRD PARTY] JOINT VENTURE AGREEMENT (INCORPORATED) [5=FULL NAME OF SOLICITORS]

Q SOLICITORS [6=CITY OR TOWN] JOINT VENTURE AGREEMENT (INCORPORATED) DATE: [1=Date] PARTIES: [2=FULL NAME OF FIRST...
.the Company will not engage in activities other than the Joint Venture except by unanimous agreement of the Parties. Parties’ Responsibilities
Publication Type + o [2=FULL NAME...
Publication Name + ..and shall remain in force until the termination of the Joint Venture in accordance with this Agreement or by the consent of all the Parties.

Termination of.

Practice Area -

o 2. Partnerships and Joint Ventures Precedents — Index
O Commercial 1 Partnerships and Joint Ventures Precedents - PJVPRE 532113950 - Partnerships and Joint Ventures Precedents - NZ
[ Contract 2 Author content reviewed: 2023 (Limited August 2023 (Par d Joint Ventures). C y Partnerships,
() Banking & Financial 1 Limited Partnerships and Joint Ventures (starting at [PJ1]) Joint Ventures Precedents Joint01 — Joint Venture agreement (incorporated)
Services Limited Partnerships Precedents LPart01 — Limited Partnership Agreement LPart02...
Form Type + ..Commentary Partnerships, Limited Partnerships and Joint Ventures (starting at [ PJ1 Joint Ventures Precedents Joint01 — Joint Venture
agreement (incorporated) Limited Partnerships Precedents LPart01 — Limited Partnership Agreement LPart02 — Limited...
Author. E
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Document Features

The following features are available in the precedents.

1. Precedent Type: Indicates document type e.qg., Clause, Precedent, Checklist, Commentary.
2. Last Review: Provides information about the currency of this document.
3. Table of Contents: Use the Table of Contents on the left to navigate between documents.

Clau0s — Gifts
WEPRE 532115294 - Wills and Estates Precedents - NZ [Approx. 2 pages
Document scrse
<5 > Q Radingiede B oo W &~
ew Full TOC «
wills and Estates Precedents
Wills
wills
Clauses Library
Clauol — Attestation Clauses Library
Clau02 — Trust fund for child with Last Review: 01/07/2023 9

special needs

Precedent Type: & Clause
Clau03 — Distribution of e
household items Jurisdiction: New Zealand
s - N~
Clauds — Certificate of Drafting Aide: & Drafting Aide 2 Drafting Aide Instructions
testamentary capacity
Clauds — Gifts o
Clau0 — Various trustee powers Clauos —_ Glfts

Clau07 — Discretionary trusts
Clau08 — Guardians.

Clanos — Ll interests GIFT TO CHARITIES] give the sum of $[1=amount of gift (in figures)] to the [2=full name of saciety] Society Incorporated to be used
for [3=the purpose of {4=specify charitable purpose} OR its charitable purposes OR for {S=specify purpose} to the extent that it is

charitable]. A receipt taken by my trustees which appears to be given on behalf of the Society will be a complete discharge to my

Claul0 — Marriage or civil union

Claull — Cremation/burial

Search: Click the Search icon and enter your search term/s then click the Search button to search
within the document.

Reading Mode: Click Reading Mode to view the document in Reading Mode for a more
streamlined reading experience.

Clau05 — Gifts &=
WEPRE 532115294 - Wills and Estates Precedents - NZ (Approx. 2 pages)

Document

<|§|>
View Full TOC

wills
Clauses Library
Clau01 — Attestation

Clau02 — Trust fund for child
with special needs

Clau02 — Distribution of
household items

Clau04 — Certificate of
testamentary capacity

Clau0s — Gifts
Clau0s — Various trustee powers
Clau07 — Discretionary trusts
Clau08 — Guardians
Clau08 — Life interests
Claul0 — Marriage or civil union
Claull — Cremation/burial

Claul4 — Hotchpot

e ©3 Fullscreen

/E ReadingMode [~ o~ B % ~

[ R

le “personal chattels”

Wills and Estates I

Wills
Clauses Library

Last Review: 01/07/2023

Precedent Type: Clause
Jurisdiction: New Zealand
Drafting Aide: i Drafting Aide “# Drafting Aide Instructions

Clau05 — Gifts

GIFT TO CHARITIES| give the sum of $[1=amount of gift (in figures)] to the [2=full name of society] Society Incorporated to be used
for [3=the purpose of {4=specify charitable purpose} OR its charitable purposes OR for {5=specify purpose} to the extent that it is

charitable]. A receipt taken by my trustees which appears to be given on behalf of the Society will be a complete discharge to my
trustees for that gift.

6. Download: To download an editable document to Microsoft Word. Click on the Word Document
icon located beside the Precedent Type: title.
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Using the Drafting Aide Tool

Once you have opened the document you can then use the Drafting Aide tool to assist you in completing
the document efficiently. Drafting Aide is a Microsoft Word (MS Word) Macro which has been specially
created to help draft and fill in documents.

1. Click on the downloaded precedent document to open the document in Microsoft Word, then click the
Add-Ins tab to display the Drafting Aide icon.

2. Click the Drafting Aide icon to display the Drafting Aide toolbar.

3. Follow the prompts to complete the document.

Note: For more information on downloading and using the drafting aide, please see the PDF guide titled
Drafting Aide Instructions.

The Drafting Aide can be found in your Add-Ins in Word. If it isn't there, you will need to download it from
Westlaw New Zealand. Any of the Precedents in Westlaw New Zealand have a link for you to do this.

a 1 e
fle  Home Insert Draw Design lsyow References Mailings  Review v-ev- Help | = Comments 2 eonng - | (EEEEE
e Precedents Drafting Aide w402 Type variable text X
Llzlelelslalol ol
1-amonat of sif (i figures) (ype here) j

1. - GIFT-TO-CHARITIESY
I-give-the-sum-of-$/ I =amount-of-gifi-(in-figures) ] to-the-[2=full-name-of-
society]-Society-Incorporated-to-be-used-for-/3=the-purpose-of-{4=specify-
charitable-purpose} --OR-its-charitable-purposes--OR--for-{5=specify-purpose}-
to-the-extent-that-it-is-charitable] .-A-receipt-taken-by-my-trustees-which-appears-
to-be-given-on-behalf-of-the-Society-will-be-a-complete-discharge-to-my-trustees-
for-that-gift.q

2. > GIFT-TO[/6=HUSBAND--OR--WIFE--OR--CIVIL-UNION-PARTNER--OR--DE-
FACTO-PARTNER]-TO-SURVIVE-ELECTION-OF-OPTION-AS|

Looking for more information?

To sign into Westlaw New Zealand visit: https://nzlaw.thomsonreuters.com

For assistance using Westlaw New Zealand, email: NZTrainers@thomsonreuters.com

For additional training materials visit: https://support.thomsonreuters.co.nz/product/new-westlaw-new-
zealand
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