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June 1, 2025
Letter Writing Policy
Purpose:
This policy outlines the procedures and associated fees for client-requested letters, documentation, or reports prepared by the clinician that require time outside of scheduled therapy sessions.
Policy: 
Clinicians at A New Tomorrow may receive client requests for letters or documentation for various purposes (e.g., work or school accommodations, FMLA, court-related matters, disability benefits, etc.). These requests often require a thorough review of clinical records and dedicated time outside of session hours to formulate an appropriate and accurate response.
In accordance with the Health Insurance Portability and Accountability Act (HIPAA), covered entities may charge reasonable, cost-based fees for providing medical records to patients (45 CFR § 164.524). Similarly, the preparation of written communication such as letters or reports falls within the scope of billable services and will be subject to a fee.
Fee Structure:
Hourly Rate: All letters and documentation will be billed at $150/hour.
Billing Increments: Time spent will be tracked and billed in 15-minute increments.
Prepayment Request: Letters will not be released until payment is received in full.
Documentation of Time: Clinicians are responsible for documenting the time spent on preparation, review, and communication related to the letter.
