Ms/Mr, 

DOB:
CASE #: 

Please respond to this letter immediately. It has been several weeks since our last meeting. I have made several attempts to contact you through your phone (XXX) XXX-XXXX and left messages on _____  _____ _____. It is important that we remain in good communication so that I can better assist you in accomplishing your vocational goals. Please contact me with updates upon receiving this message to schedule a meeting. 

I can be reached by,
Email: 


Phone : 

Mail: 


Thank you in advance for your prompt response to this letter and I look forward to helping you accomplish your vocational goals in the near future. 

Sincerely,

Employment Specialist

