Example to be used for informational purposes only. This template should not be utilized as is and it is recommended that you consult with your regulatory bodies and/or legal counsel when creating client contracts/documents.
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Re: Confirmation of attendance for (insert clients name)

Dear Mr./Mrs./To Whom it may concern,
I, your name, have been asked to write this letter for (clients full name) to confirm his/her attendance at counselling.  (clients name) has seen me ___ times and attends sessions (on a regular basis, one time per week, every other week).  

My background is as follows:

Where did you receive your education?  What schools or special education do you have?  Where are you currently and have you previously worked? Any other notable distinctions etc. awards you have been honored with. 

Please contact me at your phone number or your email should you have any questions or require anything further.

Thank you and take care,

Name, letters
Title

Your contact details go here


