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Sample Secure Email Template for Coordinated Referrals


Subject Line: [Secure] Referral Coordination Request – [Client Initials] – [Service Type]

Email Body Template:
Less
Copyedit
[SECURE EMAIL NOTICE: Please ensure this message is opened using secure, HIPAA-compliant systems.]

Dear [Partner Organization Name / Contact Person],

I am reaching out to coordinate care for a shared client who has complex needs across medical, behavioral health, and/or social domains. Below are the referral details:

· Client Info (Initials or ID only): [E.G., J.D. / #10123]  
· Date of Birth: [MM/DD/YYYY]  
· Referral Date: [MM/DD/YYYY]  
· Referring Organization: [Your Agency Name]  
· Referral Contact: [Your Name, Phone, Secure Email]  
· Referral Type: [E.g., Behavioral Health / Housing Assistance / Developmental Screening]  
· Reason for Referral: [Brief explanation of current needs and goals]  
· Urgency: [Routine / Urgent / Crisis]

Requested Actions: 
· Please confirm receipt of this referral.
· Contact the client (if appropriate) within [X] business days.
· Update us on appointment status or service access.

Additional Notes:
[Any relevant background info, care coordination points, or attachments.]

Thank you for your collaboration and commitment to whole-person care.

Sincerely,  
[Your Name]  
[Your Title]  
[Organization]  
[Secure Phone Number]  
[Secure Email Address]

Security Tips:
· Use encrypted email platforms (e.g., Virtru, Paubox, Office365 Encrypted Mail).
· Limit identifiable info unless encryption is verified.
· Attach secure referral forms or signed releases when appropriate.
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