Notification Letter Format to Correspondent
Relocation of Day Program from one site to another

DATE [sent, not drafted] 

Correspondent name 

Address 

City, State Zip 

Dear [correspondent], 

Pursuant to our {discussion, meeting, phone call on [give date]}, we {are relocating, relocated} [class member] from the [current day program location] to [new day program location]. The phone number {will remain the same/was changed} to [give phone number] and the certified capacity {will remain unchanged at/will change to} [give capacity].

At the new program location, [class member] will receive the same level of habilitation services as {is/was} provided at [current day program location].  In addition, the new location {will offer/offers} [give benefits to new location and/or program environment, i.e., new structure, more spacious rooms, more integrated neighborhood, one level, handicapped accessible, etc}. There will be sufficient transportation to support the continuation of community inclusion activities at the current frequency.

We are eager to have you visit the new program location and will be happy to provide you with a tour at your convenience.  If you wish to do so, please contact me at [phone number] and I will make the necessary arrangements.  Please also contact me should you have any questions regarding this relocation.
[Give a closing statement, i.e., We are all excited about our [the upcoming] relocation and look forward to your visit].  Thank you.

Sincerely,

Care Manager
cc: Individual File 

MHLS 

Receiving Program (send to staff member named as contact) 

Day Program 

DDRO 
For Willowbrook class members only: 

Antonia Ferguson, Consumer Advisory Board 

Roberta Mueller, Plaintiffs' Attorney 

DDRO Willowbrook Liaison 

Lori Lehmkuhl, OPWDD Statewide Willowbrook Liaison 
