Conlon Walsh Associates

Professional Legal Corporation
P.O. Box 100

Portage, Michigan 49081-0100

(269) 327-2200; (FAX) 327-2288; (CP) 217-2424
«TODAY:June 3, 1990»

«names and addresses letter recipient/specify»


Re: «Client/names»


Case #: Not Assigned


Matter #: Not Assigned

Dear «letter recipient salutation/specify»:
You are scheduled for an initial consultation with a member of our law firm on «initial consultation weekday/specify», «initial consultation date/when» at «initial consultation hour/specify».  The directions to our office that we promised would be sent to you, in advance of the initial consultation, are included in this letter.
«IF Initial consultation fees to be charged»

There is an initial consultation fee of $«initial consultation fee amount/#» that is expected to be paid, in advance, of the scheduled meeting. 
«END IF»

It is expected that you keep your appointment and be on time.  If you are unable to keep the appointment, you are expected to provide this office with 24 hours advanced notice of a cancellation. 
OFFICE LOCATION

Our street address is 640 Romence Road, Suite 211-B, Portage, MI 49024-3400, in the Upper Level  of the Hillside Center.

PHYSICAL LOCATION

The Hillside Center is on Romence Road in Portage, MI  49024, directly across the street from the large D & W Market in the Shopping Center. The directions follow:

GENERAL DIRECTIONS

· US 131 whether driving Southbound or Northbound, get off on the I-94 East exit and once on I-94 drive precisely 1.3/1.4 miles to Exit 76A; 

· Exit 76-A get off of I-94 on to South Westnedge Ave. going southbound;
· South Westnedge Ave. southbound, drive precisely1.3/1.4 [past 8 overhead traffic lights] to the eight traffic light, at Romence Road, where you ---------TURN RIGHT;
· Romence Road westbound, drive 0.3 miles [past 1 overhead traffic light at Sears Drive] to the second driveway of the Hillside Center which is on the right, where you ---------TURN RIGHT;
· Hillside Center second driveway northbound, drive toward the upper parking lot [passing big white directory sign (on right) with Conlon Law Offices as the top listing] to the Professional Level, where you ---------- TURN RIGHT;
· Professional Level eastbound, drive 50 feet [first building is 640 Romance Rd., Portage, MI 49024-3400] go to the first door, where you----- ENTER;
· 640 Romance Road., Portage, MI 49024-3400 go RIGHT 10 feet and turn LEFT and walk straight ahead to Suite 211-B which is the double doors straight ahead; 
If you should have problems with the directions, do not hesitate to telephone for more instructions which will be gladly provided.

Very truly yours,
Conlon Walsh Associates

Professional Legal Corporation
JC/dds

cc: client file
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