
<Date> 

<Delivery Service Contact> 
<Delivery Service Name>  
<Pharmacy Address> 
Anytown, MN Zip  

Dear <Delivery Service Contact>: 
In the midst of the national opioid crisis, <Nursing Facility> takes our responsibility to  
create a safe environment for our residents and employees seriously. In 2019, the 
Minnesota Department of Human Services, in conjunction with a statewide team of 
experts, created a Controlled Substance Diversion Prevention Pathway with 
recommendations to improve controlled substance practices in long-term care 
facilities.   

One recommendation from this task force is to improve “chain-of-custody” practices 
for controlled substances that are delivered to our facility. The task force 
recommended that we look at our practices for accepting packages containing 
medications to ensure they remain secure until the contents can be formally 
checked in to the facility.  

Starting on <Date,> only clinical staff with special training will be permitted to accept 
medication deliveries. The front desk at <Nursing Facility> will no longer accept 
packages of medications. This ensures that packages can immediately be locked in 
a secure place.  

Our request is that all packages are now delivered <Nursing Facility-specific 
instructions>. We commit that our clinical staff will make themselves available to 
sign for these medications. If your employees encounter any problems with the new 
process, please contact me at <NHA phone number>, so we can make 
adjustments so the new process is both feasible for your staff and ensures the 
safety of our residents.  

Thank you in advance for your help following this process,  

<NHA Name and credentials>

NHA Name 
Nursing Facility  
Phone Number 
no_reply@example.com 

1234 Main Street 
Anytown, MN 
ZIP

DRAFT LETTER TO DELIVERY SERVICE  
This letter is intended to serve as a template for organizations to communicate changes and rationale to the 
delivery service. Please use this letter as a resource to copy the contents, paste into your organization’s letterhead, 
and individualize the contents to mirror your facility’s process.  


