Client Name

Client Address

City, State 12345

Date

Dear [Client name]:

According to our records, you dropped [pet’s name] off at our facility on [month, date, year] for bathing and planned to board her with us until [month, date, year]. We called repeatedly to remind you to pick up your pet and have received no response.

At this time, we must assume you are abandoning [pet’s name] to our animal hospital. We will make an effort to adopt her into a loving home. If this assumption is incorrect, please contact [employee’s name], hospital manager, at [phone number and/or e-mail address] no later than [month, date, year].

Sincerely,

Name, Title

Practice contact information

Source: Debbie Hill, CVPM, Animal Hospital of Pensacola, Pensacola, Fla.
