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«Parental_Salutation»
«Hse_No» «Street»
«Town»
«Postcode»
28th January 2010 

Dear «Parental_Salutation»
Further to my previous letter, regarding the Key Stage 3 Mentoring Day on Thursday 4th February, please find below your appointment time and the member of staff who will be leading the consultation.

«Time»     
with
 «Member_of_Staff»
If the appointment is within normal college hours, then full school uniform should be worn. 

Please report to reception on your arrival.

If you wish to discuss the Key Stage 3 Mentoring Day further, please do not hesitate to contact me at the college.

Yours sincerely

G. Dixon

Mr G. Dixon

Key Stage 3 Manager
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