Sample #7[C]
Notification Letter Format When Writing to Correspondent Re: Emergency Move to Temporary Location to Complete Renovation in Permanent Residence

This letter format is to be adapted to suit the recipient and situation, but must contain all the information herein.

USE YOUR AGENCY LETTERHEAD

DO NOT INCLUDE THIS HEADER AS PART OF CORRESPONDENCE 

DATE [sent, not drafted] 

Correspondent name 

Address 

City, State Zip 

Dear [correspondent], 

As you are aware, the [agency] will move its [type of program] located at [program address] [(certified capacity __)] to [address of temporary location], on or about [date]. This move is necessary so that much needed renovations can take place at the [program address] location.  These renovations include [elaborate on renovations] and are necessary because [give reasons the renovations are necessary]. 

During this time limited period, [name], will move to [temporary location], and receive the same 24 hour services provided by [agency] staff. The renovations are expected to take approximately [duration], after which [name] will return back to [program address]. 

If you have any questions, please feel free to contact me at [phone]. 

Sincerely, 

Care Manager
cc: MHLS 

[DDRO, agency staff and others as appropriate] 

[for Willowbrook class members]
Antonia Ferguson, Consumer Advisory Board 

Roberta Mueller, NYLPI 

DDRO Willowbrook Liaison 

Denise Pensky, OPWDD Litigation Support Services 

