MEMORANDUM

To:

(Teacher’s name)

From:

(Counselor’s name)

Date:

Reason:  
(Student’s name)

I have received your letter notifying me of (Student’s name) transition plan meeting on (day & date).  The following is my response to your notice:









Guidance and Counseling


Work Adjustment Services


Job Development/Job Placement Services


Vocational Evaluation/Career Assessment


Supported Employment Services


Other:











(Student’s name) is currently a VR Client and the following is included in his/her VR plan:





(Student’s name) is not currently a VR client and a referral will have to be made before I can consider serving him/her 





I will not be able to attend the meeting





I will attend the meeting








