     
Dear      :

This letter is to advise you that on      (date) a referral was received on the below named family.  We are requesting that a follow-up be conducted to assess whether or not the family is in need of your services.  On      (date) a letter was sent to the family notifying them that the Department received information about their family and the information is being forwarded to your agency.

Please provide services if the family requests your agency’s assistance.  Once your agency has completed working with the family, a summary of services should be provided back to the department.  The summary report should include the dates, times and types of services provided.

Please remember that these services are voluntary on the family’s part and the family may not want intervention at this time.

Parent’s Names:      
Children’s Names & Ages:      
Address:      
Home Phone #      
Reason for follow-up:      
We appreciate your assistance.  If you need additional information, please feel free to contact me at      (phone number).

Sincerely, 

     
Case Manager
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