
Via Certified Mail, Return Receipt Requested

Via Regular Mail
Dear [employee]:

I am pleased to let you know that [employer] has a position for you, starting on [date, time] at [location].  The position of [title] is a modified duty position that is within your physical capabilities (copy of report from [Dr.’s name] on [date] is enclosed).
This is a [number] hours per week assignment at [$]/hour rate.  When you arrive, please ask for [contact person], who will talk to you about your schedule and assignment, and help coordinate any on-the-job training.  

Best wishes in your return to work.  If you have any questions, please contact me at [phone number].

Sincerely,

[signature]

Enclosure:  Medical report with work capabilities
cc: (contact person)

      (claims adjuster)

      (claimant’s attorney)

      (employer’s attorney)

Note:  Please keep the details below for reference.
- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 

RETURN TO WORK – MODIFIED EMPLOYMENT
Start Date:

Start Time: 

Location:

Contact person:
Hours per week:

Hourly rate:

