(Enter Date)

Dear (Enter friend’s or family’s name),

As you know (Enter individual’s name) is a special member of our family who we want to ensure has a safe and happy future.  As a result, we are addressing the numerous issues that come with planning for the future of an individual with a disability.
With that in mind, we have created a special needs trust for (Enter individual’s name) in order to help (him/her) with (his/her) future. All finances for (Enter individual’s name) go through this trust.  Because no money should ever go directly to (Enter individual’s name), any benefits (he/she) has or may receive in the future won’t be jeopardized.  However, all money contributed to the special needs trust will benefit (Enter individual’s name) directly.
We have been advised to inform all of our closest friends and family of this information and I hope you understand why it is necessary. Throughout your lifetime, should you desire to give (Enter individual’s name) a gift, please understand that there is specific wording that must be used in order to ensure no money goes directly to (Enter individual’s name), but rather to the special needs trust which benefits (him/her).  
We are not asking for any gifts and by no means should you feel any obligation.  This is just another step we are taking to protect (Enter individual’s name)’s future.  
If you have any questions, please don’t hesitate to contact us.  Thank you for being such an important part of (Enter individual’s name)’s life.

Sincerely,
