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Ref: <<ClientReference>> 

 

Date: <<SystemDate>> 

 
Dear <<ClientTitle>> <<ClientSurname>> 
 
A doubt has arisen on your entitlement to Employment and Support Allowance because it 
appears that you have failed to undertake work-related activity as directed by [insert name of 
provider] 
 
We have been told that on [insert date] you were notified to undertake work-activity of [insert 
details of what customer told to do] but that you failed to do so. 
 
Will you please contact me before [insert date] to explain why you did not undertake the 
work-related activity mentioned above. You should note that unless you can provide a good 
reason for not undertaking this task, your benefit may be affected. 

A decision will be made whether payment of Employment and Support Allowance will be 
affected and you will be notified of the decision as soon as it is made. Payment of 
Employment and Support Allowance will not be affected until the decision has been 
made.  
 
 
Yours sincerely 
 
 
On behalf of Manager  
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