
Initial Appointment Letter for Social Services 

Inquiry 

Date: [Insert Date] 

To, 

[Recipient's Name] 

[Recipient's Address] 

[City, State, ZIP Code] 

Dear [Recipient's Name], 

We are writing to schedule an initial appointment regarding your inquiry into social services. 

Your wellbeing is important to us, and we would like to better understand your needs and how 

we can assist you. 

Please find the details of your appointment below: 

Date: [Insert Date] 

Time: [Insert Time] 

Location: [Insert Address/Location of Appointment] 

During this meeting, we will discuss your situation and explore potential resources and services 

available to you. Please feel free to bring any relevant documents that may assist us in 

understanding your needs. 

If you have any questions or need to reschedule, do not hesitate to contact us at [Insert Phone 

Number] or [Insert Email Address]. 

We look forward to meeting with you. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Organization] 



[Organization's Address] 

[City, State, ZIP Code] 


