
 

 

Big Rapids / Cadillac / Traverse City / Gaylord 

Thank you for choosing the Jordan Balkema Elder Law Center for your legal needs.  We would like to 
take this opportunity to provide you with some information about what you can expect from our office. 

Your first visit will focus on your specific legal issues.  We want to learn about your goals and 
expectations to better determine how we can be of assistance.  Our intention is to form a trusting 
relationship you and your family can count on for many years to come. 

Please review some of our expectations and policies: 

• Please arrive on time.  Most appointments will last approximately 1 hour unless you have 
requested a longer appointment time for a more complex matter.  If you arrive late, we may 
need to reschedule your appointment to a different date.  We will try very hard to see you at 
your scheduled appointment time; however, occasionally we have circumstances that cause us 
to run behind.  We apologize in advance if this happens.  We offer coffee, tea, water and 
magazines to make any wait more comfortable. 
 

• No Show Policy.  We understand clients may, on occasion, need to reschedule appointments 
due to an unforeseen circumstance.  However, the Jordan Balkema Elder Law Center reserves 
the right to not reschedule clients who fail to call the office at least 24 hours prior to their 
scheduled time.  The decision will be made on a case by case basis. 
 

• Payment Policy.  Each client’s circumstances are unique, so we do not quote fees prior to 
meeting with you.  Fees will be determined based on your specific needs.  For your initial 
appointment, whether face-to-face or via computer or telephone, we do not charge for the first 
appointment (not to exceed 1 hour).  However, if a client cancels (or reschedules the 
appointment less than 48 hours prior to the appointment time) twice, we reserve the right to 
relinquish the opportunity for a free initial appointment.  For your convenience, our office 
accepts cash, checks, and debit/credit cards. 
 

• New Client Forms.  Please read over the enclosed information and fill out our New Client Forms.  
The more information you are able to provide, the better we are able to assist you.  Feel free to 
call our office at 1-800-395-4347 with questions or concerns you may have. 
 

• Confidentiality. We recognize you may wish to include family members in your 
appointment.  However, in some situations, doing so may negate attorney-client privilege. For 
your protection, we reserve the right to meet with you privately. 

We take pride in our mission to provide excellent legal services to the families of Northern Michigan.  
We hope we can ease your mind with any legal issues you may have.  Please visit our website at 
www.myelderlawplanning.com to learn more about our office. 

Sincerely, 
 
 
R. Todd Balkema 
Attorney at Law 

 
  
 
Steven M. Balkema 
Attorney at Law 

 
 

 
 

     



 
 

DATE:                 FILE #:            
 

NAME:                SPOUSE:           
 
C/O:                 
 

ADDRESS:                
 

CITY/STATE/ZIP:               
 

PHONE:   [H]           [C]           
   

  [W]           [F]           
 

EMAIL:                   

 

WHY DID YOU CHOOSE JORDAN BALKEMA ELDER LAW CENTER? 
 

   I am a former client   Referred by:           
  

   Yellow Page Ad   Seminar held at:          
 

   Internet    Other:            
 

   Television Commercial:  
      Channel 7 & 4 
      Channel 9 & 10  
             
     FOR OFFICE USE ONLY      

ATTORNEY:                LOCATION:  TYPE: 
    

 R. Todd Balkema    BR   Estate Plan   Real Estate 
 

 Steven M. Balkema  CA   Probate   GA / CA 
 

   TC   Trust Administration  Miscellaneous 
 

   GA   Medicaid Planning  Court Appt    
 

        Other    GAL     DD    
ASSISTANT:                GA/CA    MI    
 

 Lawdex  Miscellaneous  TOTAL AMOUNT DUE:  $      PAID:  $        
 

 Flat Fee  Hourly   RETAINER PAID:  $             Trust Card Needed 
 
SUB-FILES NEEDED:   Estate Plan       Correspondence      Assets      Miscellaneous      Memo 
    

     Research      Pleadings      Other:  Release Documents  




















