[Print o insert Address]
<<Contact Name>>
<<Trading/Company Name>>
<<Address>>

<<Address>>

<<Post Code>>

<<Date>>

Dear <<SIR/MADAM>>,

<<H location]>>

With reference to the above, we p s of discussion for inclusion in the
agenda:-

<< >>
<< >>
<< >>
<< >>

PwbE

| look forward to receiving the draf ou in <<Location and Date>>.

Yours sincerely,

<<Name>>
<<Title>>

C.C.<< >>
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