Date
Client Name

Address

Boston, MA  02111
Dear Mr./Ms. _________________:
1) I called you and left a message on _____________, _______________ and _____________. 
2) I called you on ________________ and was unable to leave you a message.

3) Your attorney has attempted to call you several times and has not been able to speak with you.

4) We had an appointment to talk about your legal case on _________________. You did not come to your appointment. 
5) The phone number that you gave to ________(Organization Name)____ is disconnected.
6) I would like to make an appointment to talk with you about your case. 

7) Please fill out the attached document and send it back to me. 

8) If you would like to continue your unemployment case, please come to our office and sign the citizenship/release form by _________________________. As you know, your hearing date is __________________.
9) A volunteer from ________(Organization Name)____ spoke with you at (Suffolk/Middlesex/Norfolk) Probate and Family Court on _________________.  

10) If you need help or have a question, please call me at (617) 423-0648, extension ______.  

Please call me at (617) 423-0648, extension ______.  If I do not hear from you before _____________, I will assume that you do not need legal assistance and I will close your case with this office. 

Thank you. 

Sincerely,

