MISSED RECERTIFICATION APPOINTMENT LETTER TEMPLATE

(SPONSOR LETTERHEAD)


Date (insert date)

Job seeker Name
Address

RE: URGENT – REQUIREMENT TO RESCHEDULE YOUR SENIOR COMMUNITY SERVICE EMPLOYMENT PROGRAM (SCSEP) RECERTIFICATION APPOINTMENT 

Dear (insert job seeker’s name),

I am writing to inform you that you missed your scheduled SCSEP Recertification appointment on (insert date/time and location of appointment).

Upon receipt of this letter, you must contact my office immediately to reschedule your appointment or you will risk being terminated from SCSEP. Participating in the annual Recertification process is required to remain enrolled in the program. You must contact (subgrantee) within seven days of the date of this letter. If you fail to do so, you will be placed on an unpaid Break in Service and will receive a 30-day notice of termination for cause. 


Subgrantee contact information:



Sincerely,

XXX
Project Director


cc:	Host Agency Supervisor 
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