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Dear Professional Counselor,

Welcome to your Professional Counselors Forms Tool Kit. This tool kit includes all the forms
you need to set up your professional counseling practice. In additional to the Professional
Counselor Forms I have included your 5 bonus tools which you can add to your own counselor’s
tool kit.

Before you can use your forms you may want to add your name, credentials, address and contact
information in the header.

In Microsoft Word in order to change the “header” simply “left double click” on the top of the
page and the “header” will open up. Another way to open the header (Word 2003) is to go under
“Insert” on your tool bar and click on “header.”

The easiest thing to do, once you have your name, etc. the way you want it, is to copy and paste it
into each of the other documents.

Once you have added your name etc. the way you want it “save” your document in a folder titled
something like “Counseling Forms” in the documents section of your computer.

If your clients are filing their own insurance paperwork or need a back up statement for their
taxes or medical reimbursement plan, the Statement of Services can be made into 3 part
carbonless copy forms at any office supply store such as Staples or Office Depot. Keep the pink
copy for your records and give your client the top 2 copies.

If you do not need forms with your credentials on them, the easiest thing to do is print and use the
PDF forms.

If you are going to be emailing your forms to your clients for them to print out and complete at
home, I would recommend that you save them as PDF documents and place in a separate folder
labeled as “Client Intake Forms”. You can also password protect all your documents and send
them in Word format. That way, your client will not inadvertently make changes to the document
or accidentally delete part of it.

Warm regards,

Jean LeStourgeon, MA
Licensed Mental Health Counselor

PS: WNL on your progress note means “Within Normal Limits”



