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[bookmark: Text1]
(Date)


(Client Name)
(Street Address)
[bookmark: Text4](City, State Zip code)


[bookmark: Text5]Re:  (Found Item)

[bookmark: Text6][bookmark: Text7]Dear (Mr., Mrs., Ms., etc.) (Client Name):
[bookmark: Text8][bookmark: Text9][bookmark: Text10][bookmark: Text11]An item of yours was found on (Date) at the (name and location of DBH Clinic/Program).  A telephone call was placed to (area code and telephone number) to advise you the item is being safely held at that same clinic or program for you to pick up.  It will be held there until your next appointment or for ninety (days), whichever is longer.

[bookmark: Text12][bookmark: Text13]The item is (description of item).  Please call (name of contact person) with any questions.


Sincerely,


(Name of DBH staff sending letter)
(Address of DBH location)

cc:	Client File
[bookmark: Text16]	(Name of Clinic Supervisor or Program Manager)
[bookmark: _GoBack]BOP031_E (07/19)
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