
[Your Name]  

[Your Title]  

[Your Organization]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Title]  

[Recipient Organization]  

[Recipient Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

Subject: Communication Regarding IHSS Benefits  

I hope this message finds you well. I am writing to provide important 

information regarding In-Home Supportive Services (IHSS) benefits that 

may impact your situation.  

[Section 1: Brief Overview]  

This section will include a brief overview of what IHSS benefits are, 

including eligibility and purpose.  

[Section 2: Key Information]  

- [Bullet Point 1: Specific Benefits Available]  

- [Bullet Point 2: Eligibility Criteria]  

- [Bullet Point 3: Application Process]  

[Section 3: Important Dates/Deadlines]  

Please be aware of the following dates that may be relevant to your 

application and benefits:  

- [Date 1] - [Description]  

- [Date 2] - [Description]  

[Section 4: Resources and Support]  

For additional assistance, I recommend reaching out to 

[Resource/Organization Name] or visiting their website at [Website URL].  

If you have any questions or need further clarification, please do not 

hesitate to contact me directly at [Phone Number] or [Email Address].  

Thank you for your attention to this important information.  

Sincerely,  

[Your Signature (if sending a hard copy)]  

[Your Printed Name]  

[Your Title]  

[Your Organization] 


