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Process to Request Letters of Support from the 
Ohio Department of Mental Health and Addiction Services (OhioMHAS)
OhioMHAS frequently receives requests from providers, boards and other stakeholders seeking letters of support to be included as part of a proposal to federal, state, city or private organizations.   In order to increase efficiencies and timeliness, OhioMHAS has established the following process for organizations seeking a letter of support.
Please note that we require all requests to be submitted via this electronic process at least ten (10) days prior to the application deadline.  This will ensure that all recipients have a copy of the letter when required.
Each request for a support letter will be reviewed by OhioMHAS for programmatic, fiscal, administrative, and legal implications.  In addition, the request is reviewed to ensure that the proposal is in alignment with the mission of OhioMHAS, will benefit the citizens of Ohio and achieve the desired outcomes.  
Procedure: 
[bookmark: _GoBack]The applicant must submit an electronic request for a letter of support to OhioMHAS at least ten (10) business days prior to the application deadline.  The electronic submission form may be found on our website at http://mha.ohio.gov/Default.aspx?tabid=730. An exception to the submission deadline may be considered if the applicant demonstrates necessity.

The request at a minimum must include:

· Name of the entity providing the funding opportunity and a link to the actual request for proposal, if available; 
· The application deadline date;
· A brief description of the program proposal including target population and numbers expected to be served, demographic area to be serviced, and measurable outcomes;
· Whether an evaluation of the program will be prepared and a report issued and if not, how the effectiveness of the program model will be determined;
· Total dollar amount requested being requested;
· Draft letter of support ;
· Name and address of organization the letter of support should be addressed to;
· Name and address of all individual(s) or organizations the letter is to be emailed to;
· Name and address of individual or organization that must receive a mailed hard copy; and
· Contact person and telephone number of the requesting organization.

The request will then be reviewed within OhioMHAS and a decision made as to the appropriateness of providing a letter of support.  OhioMHAS will prepare the letter, email it to the individuals noted and send a hard copy to the address specified.

If you have questions related to this process, please contact Barbara Johnson at barbara.johnson@mha.ohio.gov or Anna Labaya at anna.labaya@mha.ohio.gov.  Thank you.
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