
[print on letterhead]

[date]
[Name]
[Mailing Address]

[city, st, zip]

Dear Mr./Mrs. [name]:

Your name was submitted as a reference for [insert name of applicant] who has applied to serve as a Court Appointed Special Advocate (CASA). CASAs are trained adults who are assigned to advocate for the best interest of a child or sibling group who is currently under the jurisdiction of the juvenile court for reasons of abuse and/or neglect. CASAs have access to court records and hold a very responsible position within the juvenile justice system.  

Because of the sensitive and highly confidential nature of our cases, CASA volunteers must be exceptional people. They must be mature, independent, reliable people who can relate appropriately to children, families, and professionals. They must be able to form and defend their own independent assessment of the situation. At the same time, they should be able to cooperate with others for the good of the child.
As you can see, we need honest and complete background information on our potential CASAs. You can help us by completing the enclosed questionnaire and returning it promptly (within ten days please). Your reply will be strictly confidential.   

If you have any questions, need more information or cannot provide a reference for this individual, please call the Child Advocacy Board office at [insert contact information].
Thank you for your cooperation.

Sincerely,                                                                                                                                               

[coordinator name]





Program Coordinator

Enclosure


