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Form for answering referrals

Template for sending e-mail or fax response.
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Dear (name of referring specialist)

We have received the referral of (client's name). On the (date of appointment) he/she attended an initial intake interview, during which we provided him/her with information about the placement programme (name of the programme). During this interview we agreed to begin the job placement process. I will soon be informing you about the results of the initial assessment and the first agreements reached so that we can continue to follow up the process and agree intervention strategies.

Yours sincerely,
(Name of employment specialist) (Name of agency)

(Tel.)
(E-mail)











































































































































































































































































