Sample Wait List Notification Letter (Eligible Individual) 
Instructions: complete bracketed fields with program details. 
Dear Valued Client,  
We are currently unable to offer you services at this time due to budget restraints. The anticipated time on the waitlist is [#] months. You and your wellbeing are important to us, and we want to make sure that you understand what we can do for you until the time when we are able to begin the services that you requested. Please reach out to us at [XXX-XXX-XXXX] if:  
· You would like a copy of our wait list priority policy. We are happy to send you a copy! 
· If you no longer want to be on a wait list 
· If your health status changes, as this may reduce the time of your wait for services  
· If your contact information changes, so we can be sure to reach you when service is available 
· If you would like to privately pay for the full cost of the service 
· If you need other services or would like to talk to an Options Counselor. Our staff is here to help you navigate other available resources. 
In the meantime, we also recommend the following services:  
· [Nearby food pantry or food bank] 
· [Other Services] 
 
We look forward to serving you soon, and we are grateful for your patience.  
[Name of AAA or provider] 
Contact information 

