
December 1, 2009
Dear XYZ Company,
Our current records indicate that John Smith has been hired at your facility.  After repeated attempts to contact John to gather pertinent information for the State of Illinois regarding his current employment, we have not received any response from John.
John came to our facility for employment services and signed a form agreeing that when he became employed, he would supply information so we could exit him from our program.  Please find enclosed the following Release of Information John signed allowing us to gather information regarding employment.  This form allows us to contact his employer should he not provide necessary information regarding his employment.  At this time, the only information needed for his file is: Start date, hourly rate of pay, and job title at your facility. 

 Please find a copy of the release enclosed for your review.  I would appreciate it if you could send this information to me as soon as possible on the enclosed form.  CEFS staff is happy to hear John has found employment. However, we are at a standstill with exiting his file until we receive information about his job.  Thank you for your assistance in this matter.
Sincerely,

Robin Kralman

Case Manager

CEFS-Dislocated Worker Services

Effingham, Illinois

217-342-4382 Ext. 228

rkralman@cefseoc.org
