
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Department of Children and Family Services]  

[Office Address]  

[City, State, Zip Code]  

Subject: Information Submission to DCFS  

Dear [Recipient Name],  

I am writing to provide information regarding [specific subject or case 

number], as requested by the Department of Children and Family Services.  

[Include detailed information relevant to the case, including any names, 

dates, incidents, and other pertinent details. Be clear and concise.]  

I believe that this information will assist in addressing the concerns 

related to [specific issue]. Please feel free to contact me at [Your 

Phone Number] or [Your Email Address] if you need any further details or 

clarification.  

Thank you for your attention to this matter.  

Sincerely,  

[Your Name]  

[Your Title/Relationship to the Case, if applicable]  

[Your Signature (if sending a hard copy)] 


