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INITIAL CLIENT INTAKE SHEET 

 

 

CLIENT FULL NAME: SSN:   

 

 

Address:   DOB:   

 

 

 

 

County:   

 

Length at Address: 

Place of Birth  

City: 

State: 

County: 

 

Mailing Address:  □ Same as above 
Occupation:   

 

Employer: 

 

Income  

Hourly ___   Rate Per Hour: _____ No. Hours/Wk ____ 

 

Salary ____  Monthly Salary _________ 

 

Length of Residence in State:   

 

 

Length of Residence in County: 

 

 

 

 

Telephone 

HOME: 

WORK: 

 

Second Occupation:   

 

Second Employer Name: 

 

 

Second Income 

Hourly ___   Rate Per Hour: _____ No. Hours/Wk ____ 

 

Salary ____  Monthly Salary _________ 

 

 

CELL:  

FAX:  
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PAGER: 

E-MAIL:  

 

 

  

 

OTHER PARTY”S FULL NAME: SSN:   

 

 

Address:   DOB:   

 

 

County: 

 

Length at Address: 

Place of Birth 

City: 

State: 

County: 

 

Mailing Address:  □ Same as above Occupation: 

 

Employer: 

 

 

Income 

Hourly ___   Rate Per Hour: _____ No. Hours/Wk ____ 

 

Salary ____  Monthly Salary _________ 

 

Length of Residence in State: 

 

 

Length of Residence in County: 

 

 

 

Telephone 

HOME: 

WORK: 

 

Second Occupation: 

 

Second Employer: 

 

Second Income 

Hourly ___   Rate Per Hour: _____ No. Hours/Wk ____ 

 

Salary ____  Monthly Salary _________ 

 

 

CELL: 

FAX:  

PAGER:  

E-MAIL:  

 

 

 

CASE NUMBER FOR THIS ACTION:   

Date filed:  

 

City Where Granted: 

 

CHILDREN(S)  NAME(S)  DATE OF BIRTH SSN: RESIDING 

WITH: 

PLACE OF BIRTH 
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Any other proceedings regarding custody of any of these children, if so please list case number 

and county and state of said action? 

 

 

 

Do you anticipate a dispute about child custody or the parenting plan? If so, please explain:  

            

            

             

 

 

 

List the addresses where the children have lived for the past 5 years and with whom they have 

lived: 

 

ADDRESS DATES LIVED WITH 

   

   

   

   

   

   

   

   

   

   

   

   

 

Does either party have any other children?  If so list below:   

 

 

CHILDREN(S)  NAME(S)  DATE OF 

BIRTH 

NAME OF PARENTS RESIDING WITH: CHILD SUPPORT PAID OR 

RECEIVED 

     

     

     

     

 

Does the other party have an attorney?     

Who is the attorney?        Phone number:       

Address:                
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STATEMENT OF INCOME AND EXPENSES OF________________ 

 

I.  INCOME 

A.  

Employer  

Address:  

  

____ Check if unemployed  

  

PAID: (check one)  

____ Hourly 

Wage rate per hour: ______ 

Average hours per week: ________ 

Average monthly wages: $_______ 

____ Salary 

Average Monthly Salary: $________ 

  

Gross Salary/Wages and Commission 

Each Pay Period: 

Average Monthly Wages: 

$______________ 

Paid: ___Weekly  ___Bi-Weekly  

____Semi-Monthly  ____Monthly 

 

Number of Dependents Claimed:  

Number of Exemptions Claimed:  

  

PAYROLL DEDUCTIONS:  

FICA (Social Security Tax) $_________ 

Federal Withholding Tax $_________ 

State Withholding Tax $_________ 

Medicare $_________ 

Union Dues $_________ 

Health Insurance $_________ 

OTHER DEDUCTIONS:  

  

 $_________ 

  

  

  

TOTAL DEDUCTIONS EACH PAY PERIOD $____________ 

NET TAKE HOME PAY EACH PAY PERIOD $____________ 

 

B.  ADDITIONAL INCOME from Rentals, Dividends and Business Enterprises, Social 

Security, AFDC, VA Benefits, Pensions, Annuities, Bonuses, Commissions and all other 

sources (give monthly average and list sources of income) 

Bonuses $_________ 

Draw $_________ 
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3. 

Pension/Retirement $_________ 

Annuity $_________ 

Interest Income $_________ 

Dividend Income $_________ 

Trust Income $_________ 

Social Security $_________ 

Overtime/Commission $_________ 

Workers Compensation $_________ 

Public Aid/Food Stamps $_________ 

Rental Income $_________ 

Business Income $_________ 

Royalty $_________ 

Fellowship/Stipends $_________ 

Unemployment $_________ 

Disability Payments $_________ 

Other Income $_________ 

Child Support Received for children not of this proceedings $_________ 

Maintenance Received from Third Party $_________ 

  

AVERAGE MONTHLY TOTAL $_______________ 

C.  TOTAL AVERAGE NET MONTHLY INCOME 

 

$__________________ 

D.  Total gross income from tax returns for each of the last 3 

calendar years: 

 

YEAR: ________ $________________________ 

YEAR: ________ $________________________ 

YEAR: ________ $________________________ 
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The terms describing custodial arrangements can be confusing at times and they have changed significantly 

over the past few years.  Legal custody refers to the right to make major life decisions regarding the care 

and upbringing of the minor child or children, it does not denote where the child lives the majority of the 

time or minor decisions that are made is a child’s life on a daily basis.  Unless the parties agree or unless 

there are extreme circumstances (drug use or physical abuse), it is rare that a court will award sole legal 

custody.  Courts tend to award parents joint legal custody of the child or children.  

 

Then there is something called residential custody.  Under this heading we discuss where the child actually 

lives.  Although it is not required that it actually be designated as such, residential custody refers to the 

parent the child or children live with the majority of the time.  When one person has residential custody, the 

other person then has specific “parenting time” with the child or children.  This is the normal arrangement.   

 

However, there are also other types of residential custody.  There can be a shared custody arrangement in 

which the child or children live in basically two homes spending approximately 50% of the time in dad’s 

house and 50% of the time in mom’s house.  There is also a custodial arrangement in which one child lives 

with one parent and the other child lives with the other parent.  This is called a split custody arrangement 

and it is rarely, if ever, ordered by the court unless the parents believe that it is the best custodial 

arrangement for the children. 

 

There is one other thing you want to keep in mind is that regardless of the custodial arrangement, no 

custodial arrangement gives you the right to dictate how the other person cares for the child or children 

when they are with that person.  A consequence of no longer living with or being married to the other 

parent is that you no longer have any say in that individual’s parenting style.  Learning this now can save 

you a lot of heartache in the long run.   

 

Now I would like to know what custodial arrangement and parenting plan that you believe would be in 

your child or your children’s best interest.  Please keep in mind that this had to do with the child(ren) and 

not just your desires.   

 

Do you believe a joint or sole legal custodial arrangement would be in the best interest of your child(ren) 

and why?            

            

            

             

 

 

 

What do you believe would be the best parenting time schedule for the children?  Below list what parenting 

time you believe the other parent should have.  A lot of time it is best to be specific regarding times in the 

court documents but more flexible in practice, that way if conflicts do arise you can always fall back on the 

specificity of the court orders. 

 

Parenting time for  Mother   Father: 

 

 Weekdays:  From       at ___.m. to    

  at ___.m. starting on the _____ day of    , 200___. 

 

 Weekends:  Every       weekend from    

  at ___.m. to      at ___.m. starting on the _____ day of  

  , 200___. 

 

 Holidays:  

 First half of winter School Break governed by the calendar of Unified School 

District No. ______ located in      from     
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at _____ ___.m. to     at _____ ___.m. during  even years   

odd years, starting 200__. 

 

  Spring Break governed by the calendar of Unified School District No. ______ 

located in      from     at _____ ___.m. 

to     at _____ ___.m. during  even years   odd years, starting 

200__. 

 

  Easter from     at _____ ___.m. to     at 

_____ ___.m. during  even years   odd years, starting 200__. 

 

  Memorial Day from     at _____ ___.m. to     

at _____ ___.m. during  even years   odd years, starting 200__. 

 

  Summer Break governed by the calendar of Unified School District No. ______ 

located in      from     at _____ ___.m. 

to     at _____ ___.m. during  even years   odd years, starting 

200__. 

 

  4th
 of July from     at _____ ___.m. to     

at _____ ___.m. during  even years   odd years, starting 200__. 

 

  Labor Day from     at _____ ___.m. to     

at _____ ___.m. during  even years   odd years, starting 200__. 

 

  Thanksgiving Day from     at _____ ___.m. to   

  at _____ ___.m. during  even years   odd years, starting 200__. 

 

     Christmas Eve from     at _____ ___.m. to     

at _____ ___.m. during  even years   odd years, starting 200__. 

  

     Christmas Day from     at _____ ___.m. to     

at _____ ___.m. during  even years   odd years, starting 200__. 

 

     New Years Eve from     at _____ ___.m. to     

at _____ ___.m. during  even years   odd years, starting 200__. 

 

     New Years Day from     at _____ ___.m. to     

at _____ ___.m. during  even years   odd years, starting 200__. 

 

  Mother and Father’s Day each year with the respective parent from   

  at _____ ___.m. to     at _____ ___.m. 

 

  Child(ren) Birthday from     at _____ ___.m. to   

  at _____ ___.m. during  even years   odd years, starting 200__.  Or ____ is 

to be celebrated with the respective parent during his or her normally scheduled parenting 

time.   

 

  Other          
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  Vacation – ex. Each parent to be allowed up to consecutive weeks each year to take the 

child(ren) on a family vacation.  This time is to be scheduled when school is not in 

session and so as not to interfere with any holiday time.  Each parent must give the other 

parent at least one months notice in writing prior with an itinerary of the trip and 

emergency contact numbers, prior to exercising this time.  Now list what you would like 

to list as a vacation schedule. 

          

          

          

          

          

           

 

   Parenting Time for  Mother  Father 

  

  This parent shall have all weekdays and weekends not specifically set forth above. 

 

  This parent shall have all holidays not specified above. 

 

  Other           

           

           

            

    Priorities 

  Holidays and special days specified above will have precedence over weekday and weekend 

visitation. 

  Holidays have priority over other special occasions. 

  There shall be no adjustment for “missed” weekends or weekdays due to interruption by 

specified holidays and special days.  The parties are encouraged to compensate for missed 

weekends so that a parent will not go more than two weekends without having weekend parenting 

time. 

  Other           

           

           

            

 

 

BELOW ARE OPTIONAL PROVISIONS THAT CAN BE ADDED TO A PARENTING PLAN 

CHECK THE PROVISION(S) YOU BELIEVE WOULD BE HELPFUL. 

 

   Transportation and transportation costs.  Responsibility for transportation and transportation 

costs, as it relates to parenting time, shall be as follows: 

  Transportation arrangements and costs shall be the sole responsibility of: 

 Mother   Father 

  Transportation arraignments and costs shall be: 

   Shared Equally 

  Other           

           

           

            

 

  Exchange Point:  The exchange point for the child(ren) shall be: 

 The home of the  Mother   Father   Other:       
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     Notice of Intent to exercise or not to exercise parenting time: 

  The Mother/Father parent shall notify the other parent _____ days in advance of intent to 

exercise scheduled parenting time.  If notification is not given, the subject parenting time will be 

considered waived. 

  Except for extreme and exceptional circumstances a parent is not required to wait for the other 

parent more than _____ minutes before the parenting time is considered waived. 

  Other:           

           

           

            

 

      Telephone and Mail Contact Between Parent and Child(ren) 

  Telephone Contact.  Each parent is allowed reasonable telephone access to their child(ren) at 

reasonable hours without interference from the other parent.  Telephone contact with a child(ren) 

should not be used as an opportunity by either parent to discuss issues not related to the child(ren) 

with the other parent.  When telephone contact is attempted to be made with the child(ren), the 

child(ren) should either have direct access to the telephone or the telephone should be given 

directly to the child(ren) with a minimum of conversation between the parents unless necessary for 

discussion of matters related to that contact.  Any parent shall not refuse to answer the phone, turn 

off the phone or put call block on the line in order to deny the other parent telephone contact with 

the child(ren).  Each parent shall supply the other parent with current telephone numbers, where 

the child(ren) may be found or is/are staying.   

 

  Mail & Email Contact.  Each parent with whom the child(ren) is not then living should have 

unlimited ability to contact each toher by use of either regular United States mail or electronic 

mail, if such an account is available.  The parent seeking mail contact must provide self-addressed 

stamped envelopes for the child(ren) to use.  If available, current e-mail addresses where the 

child(ren) may be contacted shall be supplied to both parents by each parent.  Where possible, 

reasonable computer access shall be allowed. 

 

    Right of First Refusal – If  at any point in time it becomes necessary to leave the child(ren) in 

the care of someone besides the parent or natural guardian referred to in this parenting plan for 

more than ______  hours or days, each party must give the other party the right to exercise 

parenting time with the child  before contacting another individual or agency to care for the 

child(ren).  This provision ___ does not  ____ does include normal childcare while one party is at 

work.     

 

 Other Considerations and Agreements: 

           

           

           

           

           

           

           

           

            

 

 

 

 

 

 

 


