Instructions for

Individual Support Plan/Amendment Signature Letter #2
To be used when guardian has not signed ISP/amendment

(Do not send instructions with letter.)


This letter is to be sent with the unsigned ISP/amendment where the guardian was involved in the planning process and is familiar with the plan/amendment, but has not yet reviewed and signed the written ISP/amendment.  (The ISP may have needed significant changes so that guardian was unable to sign the authorization at the planning meeting.)

This letter offers the guardian the option of returning the signed document by fax.  Such faxed document, if preserved with the fax cover sheet and any other material contained in the fax transmission, is equivalent to a formal written signature on the ISP or amendment. 

Please remember that EVERY ATTEMPT should be made to include the guardian in the person centered planning process and to obtain a written signature approving the ISP or amendment.  These attempts should be documented in the case notes. 

However, if the guardian does not return the signed ISP authorization or amendment, the ISP/amendment may be implemented as stated in the letter.  














Individual Support Plan/Amendment Signature 

(Date)

~

Re:  ~

Dear ~:

Enclosed please find the new (Individual Support Plan/Amendment) for ~.  State and federal regulations require us to obtain your signed approval prior to the start date for the plan/amendment in order to implement the plan/amendment and fund any services for ~.  

If you agree with the information in the plan/amendment and give your consent for treatment as outlined, please sign all documents where indicated and return the signed page(s) via mail or fax by within 10 days of receiving this letter.  Please keep a copy of the plan/amendment for your records.   	

If you do not agree with the plan/amendment as written, please contact me at (local number) or (toll free number) to discuss any necessary changes.

If we do not hear from you and do not receive your signed consent within 10 days, we will consider this plan/amendment approved as written.  

Sincerely,

~
Support Coordinator
Enclosures

cc:  ~
The Department of Mental Health does not deny employment or services because of race, sex,
creed, marital status, religion, national origin, disability or age of applicants or employees.

