
[Your Organization’s Logo]
DATE: ___________________________
Dear _____________________________:

Welcome to [Your Organization’s Name]  <insert office name here>.  [Your Organization’s Name] is the social service component of [name hospital or health system affiliation].  At [Your Organization’s Name] we are committed to providing a healthy environment for clients, families, employees and visitors. Therefore, our [Your Organization’s Name] office is a Smoke Free and Fragrance Free location.  Staff, clients, families, and visitors are not permitted to smoke inside or outside the facilities.  We also ask that you avoid use of perfume, cologne, after-shave or other added fragrances before your visit.

We are pleased you will be coming for your first appointment with <insert therapist’s name here> on __________________ at _________.  Asking for help is a good first step to developing a happy, healthy home life for you and your child(ren).  The first session is intended for you, as the parent, to share your concerns in private, without your child present.  To facilitate this, please arrange for child care during your scheduled appointment.  During your initial call, you agreed to complete the intake paperwork by:

______Downloading the forms ahead of time by logging on to our website at <insert website here> , click on <insert correct title here>.  A “Forms” box will appear on the right hand side of the screen.  You will need the Child Questionnaire, Sliding Fee Agreement, and Informed Consent Policy.  

______Coming ½ hour before your scheduled appointment to complete the paperwork in the office

______Completing the paperwork that has been enclosed with this letter.

Please note that if you wish to use the Sliding Fee Agreement, you must bring verification of income to qualify.  

We look forward to working with you to help resolve your presenting problem.  If you have any questions prior to your scheduled appointment, please feel free to call us at (xxx) xxx-xxxx.

Sincerely,

<Manager, office assistant or therapist’s name here>
Title
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