Sample letter notifying client of case closed – Financial Counselling Program
[Full name]
[Address 1]
[Address 2]
[Suburb/Town] [State] [Postcode]
[Date]
Dear [First name],

As financial counsellors we are required to review our caseloads and have identified that we have either finalised the issues, or we have not had contact from you recently. As a result, we are required to close your file. 

I hope that our service has been of assistance to you. 

 If you require further assistance now, or in the future please do not hesitate to contact the financial counselling program on [telephone number].
It is our desire to be able to provide a quality service, and we would appreciate your taking the time to complete in the enclosed feedback form, before returning it in the prepaid envelope provided for your convenience.

Kind regards
[Name]
Financial counsellor
