Sample email to client to confirm referral arrangements – Financial Counselling Program
Use this email template when referring a client to another financial counselling agency to confirm the client’s authorisation to pass on information and outline future arrangements.
· Do not use any personal details in the email header.

· cc a copy of the email to the agency that you are referring the client.

Dear [client name]
Thank you for contacting [your agency name] 

I confirm that in our conversation on [date] you authorised [your agency name] to email the notes of our conversation/s to the financial counsellor/s at [name of referral agency] to assist you further.

[Name of referral agency] should now contact you to make an appointment. If you have not heard from them within [two days/within a week/within four weeks (this is determined by the priority rating the client as been assessed as], you should call them on [agency intake telephone number that client is being referred to].
In the meantime, you can find further information about credit and debt issues on the internet at: www.ndh.org.au 
Should you need to call us again, please quote your file reference number [file number].
Kind regards

[Your name]
[Your agency]
[Contact details and opening hours]
