
Agency Letterhead

[bookmark: Text1]Date:      

[bookmark: Text2]Case Number:      

[bookmark: Text3]Dear      ,

Our agency is conducting a review of unsolved criminal investigations. Attempts to reach you by phone have been unsuccessful. This letter is being sent to inform you that I have been assigned to review an incident in which you were listed as an interested party. I would like to schedule a time to meet with you to discuss the status of the case. 

I understand that being contacted by our agency may bring back painful memories and possibly cause emotional reactions. I also understand that it may be helpful to connect you with support services for those impacted by criminal events. Our agency partners with several agencies in the community, and I can help make those connections for you.

[bookmark: Text17][bookmark: Text18][bookmark: Text5][bookmark: Text6][bookmark: Text7][bookmark: Text8][bookmark: Text9]Please feel free to contact me if you need any assistance or have any questions. I can be reached at (     )      -     , and my typical work hours are      -     ,      -     .


Sincerely,


[bookmark: Text10]     
Agency Name
Position Title













* When conducting outreach to victims, it is important to conduct this process in a trauma-informed, victim-centered, and safety-conscious way. For some victims, such as victims of intimate partner violence, continued contact with law enforcement can put them in danger. It is important to take safety into consideration before attempting to contact a victim by phone, email, or mail. Agencies are encouraged to consider steps to maximize victim safety, such as requiring officers taking initial reports to ask victims for a safe way to contact them and then documenting this in the case record, and to include these steps in policies and protocols. Finally, victim services personnel (agency employed or community based) should be available after contact to assist the victim if they need support or additional resources. 
