	
	My Ref: /
Direct Dial: 
Date:


Dear 
Re: Common Assessment Framework (CAF) -  (DOB: )
Further to our conversation regarding the date of the CAF meeting for name of child, this letter is to confirm the details of that meeting will take place as follows:
Date and Time:
Venue:
The following professionals have been invited to attend the meeting:
A copy of the Common Assessment Framework (CAF) form for name of child is enclosed for your records.
I look forward to seeing you at the meeting, and in the meantime if you have any queries, please do not hesitate to contact me on telephone number.
Yours sincerely
