
Sample Successful Closure Letter 
 
Dear Mr. Waters: 
 
Thank you for the summary discussion we had regarding your VR program.  I 
enjoyed meeting again your supervisors at Public Works. They were very 
gracious with their complements about the VR program and about your 
performance in training and on the job.   
 
You and I agreed that your current employment meets your unique strengths, 
resources, priorities, concerns, abilities, capabilities, interests, and informed 
choice.   
 
You indicated that VR services substantially contributed to current employment.  
You referred to the training support provided by the VR program and the 
insistence that you stay in school and benefit the most from the education.  
However you were quick to report that you learned the most from on-the-job 
training. 
 
You and your supervisors report that you are performing very well on you 
current job and there are opportunities for upward mobility in the future.  You 
also mentioned being interested in applying for similar work with other 
employers where opportunities are even better than at Public Works. 
 
It appears to us that you no longer need VR services at this time and we should 
close your case with our agency.  You agreed and suggested that others need 
VR services more than you do at this time.   
 
As we close your case, we again remind you of your rights to appeal and your 
rights to reapply for VR if the situation requires additional assistance.  You also 
have the right to apply in the near future for post-employment services which we 
explained to you. 
 
We will be checking with you 3 months and 6 months after the date of closure to 
see how you are doing.  Please keep us notified of changes in your phone 
number or address.      
 
Because of your success in the VR process, we are inviting you to join our VR 
honor group.  The group meets annually to reflect on their achievements and to 
offer to our VR agency ideas for improving the VR process and ways we can 
improve our positive impact in the community. 
 
 
Thanks again for your partnership and your success. 
 
_____________________________________________________ 



Signature VRC                                                          Date   
_____________________________________________________ 
Three months after closure (See 6.5 below)                        Date 
______________________________________________________ 
Six months after (See 6.6 below)                                        Date              
 
  
Reporting grid:   Phrases in turquoise are for guidance only.  Mark “yes” that 
apply 
Reference Criteria Response 
Sec. 5          
Part B 

Achieved Employment Outcomes Mark 
“yes” that 
apply  

5.2a. Employed full-time in the integrated labor 
market at or above minimum wage, 32 or more 
hours per week 

 

5.2b. Employed part-time in the integrated labor 
market at or above minimum wage, 31 or 
fewer hours per week? 

 

5.2c. Self-employment  (Note below)  
5.2d. Extended employment in a community 

rehabilitation program.  
 

5.2e. Supported employment  
5.2f. Achieved any other type of employment e.g., 

homemaking, subsistence activities, unpaid 
work on a family farm or business.  

 

 
 

Sec.6 
 

Common Measures Mark “Yes” 
that apply 

6.1 This client’s employment outcome resulted in 
earnings. 

 

6.2 This client’s average weekly earnings at the time 
of the employment outcome was.   
(enter the amount to nearest dollar) 

 

6.4 This individual did not receive any services for 90 
consecutive calendar days, but his/her case 
record was still open during the reporting period 
(exclude individuals whose services were 
temporarily interrupted due to reasons such as 
the receipt of medical treatment or 
institutionalization.   

 

6.5 This individual during the reporting period was still 
employed three months after achieving an 
employment outcome (formerly Status 26). 

 

6.6 This individual during the reporting period was still  



employed six months after achieving an 
employment outcome (formerly Status 26). 

6.7 This individual achieved an employment outcome 
during the current or prior reporting period and 
received post-employment services in the current 
reporting period. 

 

   
 

Definition: 
 

Earnings for the self-employed:  The amount of money earned in a typical 
week, including cash earnings and profits derived by self-employed 
individuals. In certain cases, earnings may be based on payment of 
commissions and reimbursement of business expenses that may or may not 
occur on a regular or weekly basis. In these cases, calculate the weekly 
average income over a representative time period, such as one month. 
 

 
 
 
  

 

 

 
 
 


