	
	My Ref: /
Direct Dial: 
Date:


Dear 

Re: Common Assessment Framework (CAF)-  (DOB: )
Further to the CAF meeting for name of child on date of meeting.  Please find a copy of the action plan agreed at that meeting attached
This letter is to confirm the details of the review meeting which will take place as follows:
Date and Time:
Venue:
As agreed at the meeting, I am the Lead Professional and I can be contacted on  telephone number if you have any queries regarding the Action Plan or the CAF process.
Yours sincerely
