Your Name
Address
City, TX  Zip
[bookmark: _GoBack]Phone, and email address


· Address the letter to the SS office that you deal with – most likely, it will be the Taylor Street, FW, the Alta Mesa office in southern FW, Denton SS, Grand  Prairie, or the Cleburne SS office

Attn:  Case Manager  (if you know someone you usually work with) 


Re: SSI OR SSDI  Recipient starting a job   (list your name & SS# here…334-35-1982

Dear    ____________:  (or case managers)

This letter serves to officially inform you that YOUR NAME, (my child **  only if there is a payee)  , has begun her first job on DATE.    NAME is a Ticket To Work customer of  Creative Achievements, in Fort Worth, TX .  YOUR NAME has now completed one month of work.  Here are the details:  

Place of Work:	GREAT PLACE
			960 North South Street	
			City,  TX  70936
			(817)000-0000

Hours:		 12-5, Mon, Tues, Thurs, Fri

Supervisor:		name the person

Salary:		$8.75/hr

Pay Check:		Every other week

Enclosed are NAME’S  for the first month at work.  (From this point forward, I will be reporting my income online….   Or not…..)   If you have any questions whatsoever, please call me at:  (817)879-5783.

(If you’re on SSDI, it would be good to tell them that this would be your first Trial Work Period  ) if that is the case… or whatever number.     (Remember, those on SSI do not have Trial Work Periods)

Sincerely,

YOU
