
Social Service Agency Reference Request 

Date: [Insert Date] 

To Whom It May Concern, 

We are writing to request your assistance regarding a case follow-up for our client, [Client's 

Name], who has been receiving services from our agency, [Agency Name]. 

In order to provide the best possible support, we would greatly appreciate it if you could provide 

us with any relevant information regarding [Client's Name]'s progress in your program. This 

information will be instrumental in developing a comprehensive support plan for their ongoing 

needs. 

We kindly ask for your input on the following areas: 

• Client's participation and engagement in the program 

• Any challenges or barriers encountered 

• Strengths and achievements observed during their time with you 

• Recommendations for further support or services. 

Please send your response to [Your Email] or contact us at [Your Phone Number]. We appreciate 

your cooperation and value your insights into [Client's Name]'s journey. 

Thank you for your assistance. 

Sincerely, 

[Your Name] 

[Your Title] 

[Agency Name] 

[Agency Address] 

[Agency Phone Number] 

[Agency Email] 


