
 
 
 
 
 
 
 
 
 
 
 
 
 
      
 
 
 
      
      
      
 
Dear      :  
 
I am writing to inform you that we have recently completed your adoption home study.  Your family is now 
an approved adoptive family resource for       who is a foster child in your care.  
 
I will continue to work with       and your family as we proceed with the adoption process.  We 
encourage you to use this time to learn more about adoption issues and special needs adoption.   
 
I look forward to working with you in the next steps of adoption. 
 
Sincerely, 
 
 
 
     ,       
Special Needs Adoption Program 
Division of Children and Family Services 
      

Adoption Home Study Approval for Specific Child 
CFS-2339 (Rev. 07/2004) 

TM
The Date field is pre-filled with the date that the letter is created.  This field is user editable.


TM
The Provider Names field displays the first and last names of Parent 1 and Parent 2 (if applicable), separated by an 'and.'  The field pre-fills from the Parent 1 and Parent 2 fields on the Basic tab of the Home Provider License window. This field is editable on the template for printing purpose, but can be updated by clicking on the Name field (for the persons designated as Parent 1 or Parent 2) on the Members tab of the Home Provider window and updating the Last Name, MI, and/or First Name fields in the Name group box of the Basic tab of the Person Management window.


TM
The Provider Address field (field #1) pre-fills from the Street address (number and street name), fields on the Home tab of the Home Provider window.  This data is not editable on the template, but can be updated by clicking Create>Provider Work>Maintenance>Maintain Physical Address>(choose Provider name) and entering the appropriate information in the Street address (number and street name) fields in the Current Physical Address section of the Maintain Physical Address window.  

[NOTE:  This address can also be change using the procedure detailed above, but choosing Create Physical Address instead.  However this is only for instances when the provider has moved and must be re-licensed.  A pending license will be created.]


TM
The Provider Address field (field #2) pre-fills from the City, State, and Zip fields on the Home tab of the Home Provider window.  This data is not editable on the template, but can be updated by clicking Create>Provider Work>Maintenance>Maintain Physical Address>(choose Provider name) and entering the appropriate information in the City, State, and Zip fields in the Current Physical Address section of the Maintain Physical Address window.  

[NOTE:  This address can also be change using the procedure detailed above, but choosing Create Physical Address instead.  However this is only for instances when the provider has moved and must be re-licensed.  A pending license will be created.]


TM
The Provider Names field displays the first and last names of Parent 1 and Parent 2 (if applicable), separated by a comma.  The field pre-fills from the Parent 1 and Parent 2 fields on the Basic tab of the Home Provider License window. This field is editable on the template for printing purpose, but can be updated by clicking on the Name hyperlink (for the persons designated as Parent 1 or Parent 2) on the Members tab of the Home Provider window and updating the Last Name, MI, and/or First Name fields in the Name group box of the Basic tab of the Person Management window.


TM
The Foster Child Name field is a user entered free-form text field for entering the first and last name of the child currently placed in foster care with the provider.


TM
The Foster Child First Name field (#3) is a user entered free-form text field for entering the first name of the child currently placed in foster care with the provider.


TM
This field is a user selectable dropdown with the following available choices: adoption process / termination of parental rights / adoption process


TM
The Worker Name field is pre-filled with the name of the worker who is creating the letter.  This field is editable on the template.


TM
Page: 1�The Worker’s Title field is pre-filled with the title of the worker who is creating the letter.  This field is editable on the template and can also be updated by choosing the appropriate value for the Job Class field of the Maintain Worker Information window.


TM
The Worker’s Phone Number field is pre-filled with the work phone number of the worker who is creating the letter.  This field is editable on the template and can also be updated by entering data in the Work Phone field of the Maintain Worker Information window.
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