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Address 1
Address 2
Address 3

Date



Dear

We have tried to contact you on a number of occasions - recorded below - to discuss your ongoing support through the Connect to Work service.  Unfortunately we have not been able to speak with you.

	Date
	Time
	Type of contact
	Contacted by

	
	e.g. 9.15am
	
	

	
	e.g. 2pm
	
	

	
	
	
	



If you have decided that you no longer wish to receive support from us, please let us know as soon as possible. 
	
As your Employment Specialist, I would still like to help you to work towards your goals and achieve sustainable employment.  If you wish to continue with Connect To Work, please call or email to arrange an appointment. 

If we do not hear from you within one week of the date of this letter, we will assume you no longer wish to continue and you will be removed from the programme.

We wish you all the best and hope to hear from you soon.

Thank you.

Employment Specialist:	
Email:				
Telephone:			
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