
ing the first phone contact. He tells callers, “I feel it is in your best interest if you first have
some information about who I am and how I conduct my private practice.” He then sends
them a long letter, modeled on the client information brochure. It outlines questions that
might come up in the first several meetings. He feels that clients can make better deci-
sions without the pressure to decide on the phone. He believes that this method has re-
duced his level of no-shows and increased the commitment of those who do follow
through.

The Preappointment Package

Sending a confirmation letter can also allow the enclosure of other information to create a
package. Mention of any specific enclosures can be added to the letter. As noted earlier, the
client information brochure (see Section 4.2) may be useful to enclose, and several of the
preliminary assessment forms provided in Section 5.4 can also be included with instruc-
tions for the client. The HIPAA-required Notice of Privacy Practices and its related consent
could be included where needed (see Section 7.8).

For example, the letter might say, “In order to get a head start on our work, I would like
some information. Please complete the enclosed forms and bring them to our first meet-
ing,” or “Please read through the ‘Information for Clients’ brochure and note your ques-
tions on it.” Specific enclosures might include the adult concerns checklist or the child
characteristics checklist, the financial information form, and the client demographic infor-
mation form. If these forms are not sent in advance, they should be given at the first ses-
sion. Again, see Section 5.4 for these forms and more detailed discussions of them.

Including a self-addressed stamped envelope with the package, or instructions to bring the
forms to the first meeting (if time is short), will increase the likelihood that the client will
complete the forms.
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has an appointment

at A.M./P.M. on the (date) of (month), which

is a Monday Tuesday Wednesday Thursday Friday Saturday Sunday

with

at (location).

If you are unable to keep your appointment, please cancel it at least 48 hours

in advance by calling (name)

at (number). If you have an emergency,

call (name)

at (number).

FORM 21. Appointment card or slip. From The Paper Office. Copyright 2003 by Edward
L. Zuckerman. Permission to photocopy this form is granted to purchasers of this book for personal use
only (see copyright page for details).


