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New Policy Effective January 1, 2024:  

Supplemental Documentation Fee Policy 

 

Abundant Life Counseling & Assessment Solutions (ALCAS) is dedicated to quality care and transparency. We've 

updated our policy to include ancillary services, such as issuing treatment plans, evaluation-related letters, and 

supplemental documentation, which encompass additional administrative and specialized support beyond therapy 

and initial evaluations. 

Background: At ALCAS, clients may need documentation or letters for academic, legal, or other specific needs 

related to treatment or evaluation history. These requests typically extend beyond regular therapy or testing sessions 

and require extra time and resources. To ensure transparency and uphold high standards of care, ALCAS is 

implementing a fee for ancillary services, particularly for creating, reviewing, and tailoring these specialized 

documents. 

Fee Structure: Starting January 1st, 2024, ALCAS will charge $85.00 per letter, aligning with industry standards. 

This fee covers the time and expertise for producing detailed documentation, separate from regular session or 

evaluation fees. 

Request Timeframe: Clients must submit letter requests at least two weeks before the due date for proper 

preparation and customization. 

Expedited Requests: Requests under two weeks' notice incur an additional $25.00 expedited fee to ensure prompt 

document delivery. 

Process Guidelines: 

● Request Submission: Clients must formally submit in writing their requests for letters or additional 

documentation. Text messages are not an accepted form of request. The submission should clearly state the 

purpose, specific details required, and include any necessary forms for inclusion in the document. 

● Payment Terms: Payment for the requested services is required at the time of the request. Clients will receive 

an invoice through Paybright for prompt settlement, unpaid invoices will delay completion of documentation.  

● Turnaround Time: ALCAS, commits to processing requests efficiently upon receiving both the request and 

corresponding payment. Clients will be informed of the estimated completion time once their request is 

received. 

● Confidentiality Assurance: All letters and documentation are subject to the highest confidentiality 

standards. Release of information will occur only with explicit written consent from the client and must be 

obtained before documentation is released.  

● Policy Review: This policy will be regularly evaluated and may undergo modifications. Clients will be 

promptly informed of any policy updates to ensure continued compliance and understanding. 

 

Acknowledgment Required: Clients must confirm their understanding of the policy on ancillary services and 

associated fees for letters and documentation support. Non-compliance with these procedures could lead to delays 

in documentation provision. Acknowledgment of this policy signifies the client's agreement to follow the specified 

procedures and fees for these services. 

Thank you for your understanding, 

Katie Fleming-Thomas, M.S., LPC 
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