[image: image1.wmf]


FIRST STEPS-SOUTH EAST           Toll-free Phone: 1.866.644.2454        Fax: 812.373.3620
Date

Name

Address

City/State/Zip

Dear (parent),

We were scheduled to meet on (date) at (time) to discuss First Steps services for your child and to complete the necessary paperwork to enroll your child in our program.  However, there must have been some confusion about the date and time of our meeting, as you were not home at the scheduled time.

If you are still interested in First Steps services, please call my office within 10 days to reschedule your intake appointment.  If I do not hear from you by (date), I will assume you are not interested in First Steps services at this time.  

If you are not interested in First Steps services at this time, but have concerns about your child’s development in the future, you may call us to refer your child anytime up until (his/her) third birthday.  

Sincerely,

Intake Specialist     
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