Dear
We are pleased to tell you that an appointment has been booked for you to see

as follows:

Date:

Time:

Place:

Details:

Please make sure you bring:

Wasted appointments are costly and cause delays for other people. If you are unable to attend
this appointment, please make sure you contact us to rearrange another time. Our contact details
are as follows:

If you require an interpreter/advocate to support you during your appointment, please telephone

so that we can arrange this for you.

If you change your address or phone number, it is very important that you contact us to let us have
your new details. Otherwise we may send important letters to the wrong address.

We are sorry that we are unable to translate all our correspondence into other languages. If you
receive other information from us in English, and have trouble understanding, please try to find
someone to help you as it may be important.

Thank you.
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