
It is very important that units be constantly monitored, every time one is used, it needs to be recorded. 

"(Service Type, ____(units used this session) / _____ (units in plan), ____ remaining till ________ (date of plan 
end). (any spares)

i.

Example, Massage Therapy, 4 / 52, 48 remaining till 5/1/2017. (0 spares)ii.
The reason for this documentation is that if the plan runs out of units then the funding ends and the client is able 
to access needed services on a continuous basis and you will  not be reimbursed for your services

iii.

Units are found on the client's service plan.iv.

The first line of the session focus portion of the progress note should follow this format -a.

When you do your sessions, the progress notes page should look like the one above. Anytime an agency 
member or a state auditor looks in the file they should be able to tell exactly how many units have been used, 
how many are remaining, and if there are any "spares" 

Spare units come about if a session is missed and needs to be made up. For some service plans all missed 
sessions have to be made up within the same months, for other service plans it is flexible. If you have question 
ask the agency contact. If the plan is set to where makeups have to happen within the month they were 
missed and you and your client would like flexibility, then reach out to your agency contact and a formal 
request will be sent to the case manager for a service plan revision.

If you are sharing a client with another provider, make sure the you are reviewing their unit calculations as you 
are both pulling from the same units.

Unit Calculation
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