
Service Delivery Request 

Date: [Insert Date] 

From: [Your Name] 

[Your Address] 

[City, State, Zip] 

[Your Email] 

[Your Phone Number] 

To: [Agency Name] 

[Agency Address] 

[City, State, Zip] 

Subject: Request for Social Service Delivery 

Dear [Recipient's Name], 

I am writing to formally request the delivery of social services as outlined in [briefly describe the 

service needed, e.g., housing assistance, mental health support, etc.]. I believe that these services 

will significantly support my [or, "our" for multiple clients] needs and contribute positively to 

my [or, "our"] situation. 

Details of the request are as follows: 

• Service Type: [Specify the service] 

• Required Start Date: [Insert Date] 

• Description of Circumstances: [Brief description of situation needing assistance] 

• Additional Information: [Any other relevant information] 

I appreciate your attention to this matter and look forward to your prompt response. Please feel 

free to reach out via phone or email if you require any further information. 

Thank you for your assistance. 

Sincerely, 

[Your Name] 



[Your Signature (if sending a hard copy)] 


