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DATE

CONSUMER NAME

ADDRESS

CITY, STATE ZIP

Dear CONSUMER,

Our office received a referral from SERVICE COORDINATOR/COUNSELOR with AGENCY to address REQUEST issues.  I have been unable to reach you using the telephone number(s) provided (###.###.####).  I am writing to see if you can please respond to this letter to schedule an appointment. Please contact me at ###.###.####.

If I do not hear from you by DATE, I will assume that you are not interested in pursuing this referral at this time and will cancel it.

I look forward to hearing from you.

Sincerely,

TECH SPEC NAME

Technology Specialist

