EFFECTIVE 2/1/17
LAKE LANSING FAMILY PRACTICE
FORMS/LETTERS/FMLA/DISABILTY PAPERWORK POLICY
[bookmark: _GoBack]Forms & Letters
It is the goal of the physicians and staff to accommodate as many requests as possible in an accurate and timely manner.
1. Blank forms will not be accepted. Personal information must be completed.
2. Turnaround time is 7-10 business days.
3. Forms are completed for those accounts in good standing. Oustanding balances need to be paid prior to forms being filled out.
4. Many forms require a current examination prior to being completed.
5. The charge for review and completion of medical forms is $35.00. It is due at time of pick-up of forms. If forms are brought to the visit there is no charge.
6. $35.00 fee is required for letters written by the physician/provider.

FMLA/Disability Forms
1. Blank forms will not be accepted. Personal information must be completed.
2. Turnaround time is 7-10 business days.
3. Forms are completed for those accounts in good standing. Outstanding balances need to be paid prior to forms being filled out.
4. There is $50.00 fee due when forms are completed.
5. These forms are not faxed or mailed to you or your employer. They must be picked up at the office.
