Employee Assistance Program (EAP) from BlueLink TPA
Sample letter for employees
[Date]

Dear employee:

When you or someone in your family is dealing with personal concerns, it can be difficult to be your best at work or at home. That’s why <ABC Company> is offering employees and their families the Employee Assistance Program (EAP) from BlueLink TPA. I’m writing to tell you more about the service, part of the Blue Link TPA Health Support services available to our employees.

EAP gives you and your family a place to turn for support any time of day or night, 365 days a year. Support is available for whatever issues you might be facing, including depression, marriage and relationships, legal issues, childcare/elder care challenges, parenting issues, financial concerns, grief management or substance abuse.

How does it work?

You simply call the toll-free number whenever it’s convenient. No appointment is necessary and the service is as close as your phone. <You also may choose to see a counselor in person.> Experienced, professional counselors are available to listen to your concerns, determine appropriate resources, and then help you take the next steps. You’ll receive the professional counseling, referral and follow-up services you need to help you resolve your concerns. Sometimes you may have more than one issue that’s bothering you. Rest assured that these trained counselors can provide you with support that can help. 

There is no cost to you, and it’s completely confidential. It’s effective in <month>, so please call the EAP number on the back of your BlueLink TPA member ID card at 
<1-xxx-xxx-xxxx> whenever you’re facing challenges. You’ll receive a brochure and a handy wallet card so you can keep the number handy.

If you have any questions, please contact <ABC Company representative> at 
<phone number>. You can also call BlueLink TPA customer service at the number listed on your member ID card. 

Sincerely,

<ABC Company>
