
A  P R A C T I C E  O W N E R  P R E S S  W O R K S H E E T

Policy Wording Sheet
Purpose: write the cancellation policy once, in plain words, and
say it the same way everywhere a client meets it.

PRACTICE

DATE

W O R D I N G Said the same way everywhere

WHERE THE CLIENT MEETS IT

WHAT IT SAYS

this practice WHERE IT CAME FROM

The policy, written once

What a missed visit costs

At booking, online

At booking, by phone

In the confirmation

At the desk

After a missed visit

Fees and deposits Rules at https://

practiceownerpress.com/rules/

deposits-and-cancellation-fees

(dated; checked on )

Exceptions Who can waive the window: ; every waiver goes

in the log

SIGNED (OWNER) DATE

Checked word for word against every template, each quarter, on: 

No client names on this sheet.
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