MEMORANDUM
 
TO
:

Jane White


Probation Supervisory, Barnett State Probation and Parole Services
FROM:

Probation Officer, Insert your Name Here


Probation Officer, Barnett Department of Probation & Parole Services
RE:

Client Status, K. James
DATE:

August 30, 2015
___________________________________________________________________________

Pursuant to your request, I have researched all information requested on supervisee, Kevin James. The following is the result of that research
.

Background:  This is where information as to the client’s name, date of birth and address need to be provided. 
Client Criminal History: This is where all the client’s adult criminal history (past and recent arrests) are to be provided
Client Social History:

Childhood info: Information for this section must include:  childhood family dynamic information is to be provided.  This information should include family members lived with during childhood, addresses, juvenile criminal history (offenses, dates, sentences, treatment), social services involvement (if any), etc. 
Education: Information for this section must include:  all schools attended Elementary School through College and dates attended.  Also include information as to any issues noted in school files about behavior issues, and if so, what were they and note when? 
Mental Health:  The following information must include:  any mental health diagnoses, dates as to diagnosed, by whom and medication/therapy used.  Also note if changes were made in behavior due to medication/therapy used and any notes from medical professionals that can speak to client’s mental health status. 

Employment History:  The following information must include:  All past and current employers; to include dates of employment)
Summary:  In many cases, the summary section can be the most important part of the memo. Often the recipient will cut right to the chase and read the summary first, then go back and read the rest of the memo.  This section should then give a brief overview of information presented in the sections above












