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Date: 


[Name]
[Address 1]
[Address 2]


Dear [Individual]:

We are sending this letter to you to let you know that [CMH/Provider] recently found an incident that involved your protected health information (PHI).  On or about [DATE], we found that (WHAT INFORMATION WAS RELEASED AND TO WHOM AND HOW) . 

We believe this was a one-time error. Please know that we take privacy of your PHI very seriously. We have taken steps to stop incidents like this from happening again. We train our staff in our security and privacy policies and procedures so they will know how to keep your PHI safe. 

We will continue to review our current policies and procedures to prevent an issue like this from happening in the future.

We are sorry if this incident has caused trouble and stress. Keeping your information private is important to us. 

Please do not hesitate to contact us with any questions. You can also ask for more information at [Email] or by phone at [Phone]. 

Sincerely,
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