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FIRST STEPS-SOUTH EAST           Toll-free Phone: 1.866.644.2454        Fax: 812.373.3620
(Date)

(Name

Address

City/State/Zip)

Dear     

At our recent intake meeting, I was unable to collect all of the required information pertaining to the First Steps Cost Participation program.  All missing items must be obtained before the Individualized Family Service Plan can be written for (name) and (he/she) can begin receiving the First Steps services that (he/she) may need.  The items that are missing from your child’s file are marked on the checklist below.

_____  Copies of three current, consecutive pay stubs for any employed adult in the home who is considered financially responsible for the child (Step-parents, Grandparents, Aunts, or Uncles who do not have legal custody of a child are a few examples of persons who are not financially responsible. 

_____  Copies of private insurance card, front and back

_____  Hoosier Healthwise number

_____  Name of the child’s Pediatrician/Primary Care Physician

_____ Other _____________________________________________________________

                     _____________________________________________________________

If any copies are being requested, you will find a self-addressed, stamped envelope for your convenience. If you do not have access to a copy machine, we can make copies and return your pay stubs to you. If you are not comfortable mailing any of the requested information, please contact me and I will schedule a time to pick it up.  

Thank you in advance for your prompt attention to this request and please do not hesitate to contact me with concerns or questions at 1-866-644-2454.

Sincerely,

Intake Specialist  
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