<<Date>>

<< Name>>

<<Address>>

Dear <<salutation>> <<last name>>:

I have been unable to reach you regarding your services with Nebraska VR. <<Examples of attempts to contact must be given.>> I would like to continue working with you to help you become employed. We cannot accomplish that goal if we are not in contact and working together.  

If you are still interested in services, please contact me within 15 calendar days of the date of this letter to schedule an appointment. If you do not schedule and keep an appointment with me, I will assume that you have decided to no longer work with Nebraska VR and I will proceed to close your case.
If you have any questions/concerns regarding this information, you can also contact the Client Assistance Program (CAP) to receive advice about your rights at 1-800-742-7594, email cap.info@nebraska.gov or write to CAP at P.O. Box 94987, Lincoln, NE 68509.

Sincerely,

<< name>>
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