Sample New Service Coordinator Introduction Letter
(DATE)

(PARTICIPANT/RESPONSIBLE PARTY NAME)

(STREET ADDRESS)

(CITY, STATE, ZIP)

REGARDING:  

New Adult Brain Injury (ABI) Program Service Coordinator

(SALUTATION):

I’d like to take this opportunity to introduce myself. My name is (ABI Service Coordinator Name), and I am the newest member of the Missouri Department of Health and Senior Services Adult Brain Injury Program team. I am assuming the roles and responsibilities of serving you in the capacity of Adult Brain Injury Program Service Coordinator. I will be serving all of the participants in (INSERT REGION OF STATE) Missouri. I look forward to getting to know you, as well as providing you with the best possible service.

Thank you for your patience during this transitional period. I have included my contact information, and business card. I encourage you to keep my information readily available. 
I will be attempting to contact you by telephone in the near future. Please feel free to contact me at any time if you have questions about our program and how we can assist you. If I am away when you call, please leave your telephone number on my voice mail and indicate the best time for me to return your call.
Sincerely,

(SERVICE COORDINATOR NAME)

(TITLE)

(STREET ADDRESS)

(CITY, STATE, ZIP)

(TELEPHONE NUMBER)

(SERVICE COORDINATORS’S INITIALS)

Enclosure(s)

c:  Participant file
