Sample Follow Up Letter

This document may be used as a guide for the development of a follow up letter to request assistance with establishing services for a specific child when the services have not been delivered. This document is available to download in Microsoft Word format and edit at www.mdlclaw.org under “publications.”
Date

Ms. Brenda Rose

Acute Care Administration, Office of Health Services

Department of Health and Mental Hygiene

201 W. Preston St., Suite 200

Baltimore, MD 21201

Dr. Brian Hepburn

Mental Hygiene Administration
Spring Grove Hospital Center
55 Wade Avenue
Dix Building
Catonsville, Maryland 21228


Mr. Michael Chapman

Developmental Disabilities Administration

201 W. Preston St., 4th Floor

Baltimore, MD 21201

Name of Child and Adolescent Coordinator from your local Core Service Agency  (Obtain the name and address from the attached list.)

Jennifer Lowther

Director of Clinical Operations

ValueOptions Maryland

P.O. Box 618

Hanover, MD 21076
Re:
Name: ----------------


D.O.B: ---------------



Medical Assistance No: -----------------

Dear Ms. Rose, Dr. Hepburn, Mr. Chapman, (Child & Adolescent Coordinator from your local Core Service Agency), and Ms. Lowther:

I am -------- (name)-----’s  (parent / therapist / social worker / psychiatrist) and I am writing to request your assistance with scheduling EPSDT one-to-one therapeutic behavioral services (TBS) for him/her.  On ----(date)----, -----(provider)---- made the enclosed referral to ValueOptions for my (child / patient)  to receive TBS services for -----(#)---- hours per week. 
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It has now been ----- (#) ------ weeks since the original request for TBS, but services still have not been delivered.

---- (Name) -----  needs the therapeutic behavioral services urgently.  Please respond to me regarding this request for scheduling assistance.

Sincerely,

(Signature, and if applicable, specify license such as Ph.D., LCSW, R.N., Professional Counselor or any other license by a professional of the healing arts.) 

enclosure

Maryland Disability Law Center

September 2009

