date

name

address

city, ST, zip code

Dear ___:
Case Closed Notification

This letter is to inform you that we are in the process of closing your case.  Below is a list of reasons a case would be closed.  We marked the one(s) that apply to you.    
(1)   _____    you have not kept in good contact with us by either phone or mail.  

(2)   _____    you have not provided us with information pertaining to your moving or given us a forwarding address.

(3)   _____    you have not followed up on any referrals which you agreed to take responsibility for.

(4)   _____    you have not followed up on recommendations that directly impact your case.

(5)   _____    you have moved outside our program jurisdiction.  

(6)   _____    you have been sent letters requesting you contact us, which have not been responded to.

(7)   _____    you have not told us what services you desire or request from the TVR program.

(8)   ______    you have not provided us with Tribal Documentation.

All clients have the right to appeal any decision made to close their case.  Please contact the Program Director at <phone #>, if you disagree with my decision to close your case.  
If, after discussion with him/her, you remain dissatisfied with this action, you may request a review of your case.  Please address your correspondence to:

Supervisor Name
Tribe
Adress
City, State Zip
The Client Assistance Program representative, Mr./Ms. <Name>, is also available to help you and can be contacted at (###) ###-####.

Sincerely,

(name)
Vocational Rehabilitation Counselor

