                      Use this document with the Transition Services at-a Glance Resource
                   Date: _____________________________
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· When you begin your calling to search for transition services, start by calling agencies that can refer you to other agencies, or branches of the same agency, in your local area. 

· Prepare to ask the questions below:  You may want to read and practice each question before calling the agency.
Name of Agency: ____________________________________________________________________________________________

Name of Person You Spoke with: ____________________________________________________________________________________________
Address: _____________________________________________________________________________________________
Phone Number:  __________________    Fax Number:   ________________ 
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   Hello, my name is __________________.  I am a student, (or a teacher, a parent, a family member, a school administrator…) who is looking for information to help me (or my child, my student...) in planning for (the) my future.
I am looking for information that will help me ______________________________________________________ (identify the needs that you have – ex. find housing, find supports for ….)
I would like to ask you about the services your agency provides, or what your agency does.  Can you help me with this - or can you tell me who, in your agency, I should talk to about this?  Thank you.”   (If referred to someone else in agency – note name:     ______________________________) 
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1. Please tell me about your agency?  Who do you serve?  
2. What services do you offer?
3. How does one get involved with your agency?  Are there special eligibility or admission requirements?  If so, how does one apply?
4. Are there costs involved in participating in your agency’s programs?  If so, how much are they?  Do you have special rates or financial support services?  
5. Do you have any ideas about how your agency may be able to help me with (describe a need/needs or services/issue of interest…) 
6. Could you refer me to some other people, or other agencies or organizations, that might be able to help me with this need, service, or interest? 
7. Do you have any written materials describing your agency?  If so, could you please sent them to me?     

                                            (My Name is     ____________________________________________)  

(My address is   ____________________________________________)
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 “Thank you for speaking with me today.   I appreciate your time, and the information you have given to me will be very helpful in planning for my future.”
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