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Memo
XXX, 2008
TO:

Long-Term Care Administrator/Director of Nursing

FROM:
(YOUR NAME)


(TITLE)

SUBJECT:
Continuity of Care Transfer Project
The transfer of residents to and from long-term care centers and hospitals poses unique challenges and threats.  Many of these transfers are unplanned.  They result from unanticipated medical problems and occur during off hours, such as nights and weekends.  They often involve staff and clinicians who do not know the resident and often occur so quickly that important information about the resident is not communicated accurately or in a timely manner.  We would like to introduce you to a process that we believe will help improve quality, coordination and continuity of care when transferring residents between our facilities.  

In May 2008, the Missouri Department of Health and Senior Services’ Long-Term Care Best Practice Coalition endorsed a transfer process known as the “Continuity of Care Transfer Project” as a best practice.  The project is a recommended process to communicate timely, accurate and complete information when patients and residents are transferred to and from hospital emergency departments and nursing units and long-term care communities.  Its goal is to improve the quality, safety and continuity of care transitions between these care settings.    

Please join us and other LTC providers in our area for an information meeting on (TIME), (DATE), (LOCATION).  This letter also has been sent to your (Director of Nursing/Administrator). Please RSVP to _____________ at _____________ by (DATE). 

If you have any questions, please contact (NAME) at (PHONE).  We look forward to working with you in creating a communitywide transfer process.  






