Service Delivery Inquiry

Date: [Insert Date]

To: [Recipient's Name]

[Recipient's Title]

[Agency's Name]

[Agency's Address]

Dear [Recipient's Name],

| hope this message finds you well. I am writing to inquire about the services offered by
[Agency's Name] and how my [specific needs or group] can benefit from them. We are
particularly interested in understanding the types of support available, eligibility criteria, and the

process for accessing these services.

Additionally, I would appreciate any information regarding the timeline for service delivery and
any documentation that might be required for the application process.

Thank you for your attention to this matter. | look forward to your prompt response.
Sincerely,

[Your Name]

[Your Title/Organization]

[Your Contact Information]



