	Insert Agency Logo
	Sender’s Address and Contact details 



Ref : 
Date : 
Address
Dear name of parent
Child’s Name and DOB 
I am writing to invite you to ..name of child.......... Child’s Planning meeting which will take place on  day and date, at time, in venue including any room number.
People working with....name of child.......... will also be invited to attend the meeting. The format of the meeting will be to plan support for …name of child…….. and the family. This will take approximately one hour.

If you have any queries or if the above time and date is not convenient, please do not hesitate to contact your Lead Professional, ............................. or myself, contact details above.

Yours sincerely,

NAME
TITLE
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