Client Vendor Form Letter

1. As stated in the Voucher Procedures, when vouchers are processed, letters need to be sent to clients to let them know what was paid.

2. Find “Client Vendor Form Letter.dot” on the front desk computer desktop or C:\911_Response\Maria Nikolatos\Correspondence\Client Vendor Form Letter.dot
3. Replace CLIENT NAME, ADDRESS, CITY, STATE ZIP with the clients name and address.
4. Replace the Dear NAME with the Clients first name.
5. Complete the Vendor Name and Amount in the table.

6. Replace name and credentials at the bottom.

7. Print out letter and an envelope.

8. Forward to Advocate for signature and they will send letter with courier.
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