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[Date]
[Title Fname Lname]
[Any Street]
[City], [State]  [Zip]
Dear Ms./Mr. [Lname]:

During our review of your day care provider, we discovered that you violated your agreement with us by leaving your Workforce Solutions attendance card(s) at this location.  This is a serious offense.
We have confiscated your attendance card(s).

First Violation

If this is the first time we have confiscated your card, we will return it to you when you:

1. Call our Customer Service Center at 713-334-5980 or 1-888-600-5936;
2. Verify that the address, telephone numbers and email addresses on record with Workforce Solutions are correct; 

3. Promise not to violate your Parent Agreement in the future.
After you have made the request and verified that your address is correct, Workforce Solutions’ staff will mail your attendance card back to you. 

· You may continue to bring your child to the day care provider. 

· When you receive your card, you will be able to “back swipe” and correct attendance for up to six days.  If you wait too long to correct attendance, some of your days may be counted against your child’s limit for absences.   

· If we find your card with an unauthorized person a second time, we will discontinue your financial aid and you are not eligible to reapply for assistance for 30 days.

Sincerely,

[Your Name]

[Your Title]

[Your Phone Number & Fax Number]

[email address]
Workforce Solutions is an equal opportunity employer/program. 

Auxiliary aids and services are available upon request to individuals with disabilities. 

Relay Texas numbers: 1-800-735-2989 (TDD) 1-800-735-2988 (Voice) or 711
03/08/13

