	
	My Ref: /
Direct Dial: 
Date:


Dear 
Re: Common Assessment Framework (CAF)- (DOB:     )
A CAF meeting has been arranged for name of child.
This letter is to confirm the details of that meeting, which will take place as follows:
Date and Time:
Venue:
A copy of the Common Assessment Framework (CAF) form for name of child is enclosed for your records.
I would be grateful if you would confirm whether or not you will be attending this meeting.  I would also like to take this opportunity to thank you for your support in this process.
Yours sincerely
