
[Your Name]  

[Your Title/Position]  

[Your Organization/Agency]  

[Your Address]  

[City, State, ZIP Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Title/Position]  

[Department of Children and Family Services (DCFS)]  

[Recipient's Address]  

[City, State, ZIP Code]  

Dear [Recipient's Name],  

Subject: Case Update for [Case Name/Number]  

I hope this letter finds you well. I am writing to provide you with an 

update regarding the ongoing case of [Child's Name/Family Name] under 

case number [Case Number].  

[Provide a brief overview of the case status, including any recent 

developments, actions taken, and observations. Include details such as 

court dates, meetings held, services provided, and any other relevant 

information.]  

[If applicable, mention any concerns or recommendations for future 

actions related to the case.]  

Thank you for your attention to this matter. Please feel free to reach 

out for any further information or clarification.  

Sincerely,  

[Your Name]  

[Your Title/Position]  

[Your Organization/Agency] 


