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Appendix 1: Clinic Correspondence Letter Template

Ref:
5229566/ XXXX/XXXX (Patient number from TM2/Surname of student/ Surname of Tutor)
Dr James Brown

Gallop Surgery

72 Cattle Drive

New Malden

Essex

NM0 6PQ

10th October 2016

Dear Dr Brown

Re: Mrs Constance White [29/09/1961]

Wonkey Road, Scarborough, Yorks S6 2YK (Patients Name/Address/DOB)
Mrs White presented to us ……………………………

If this information should involve a cost please inform the Reception Manager before the information is sent.  (This must be the last line of the letter if the letter involves any sort of request; this sentence can be removed if the letter is notification only of information)

Thank you for your help

Yours sincerely

PLEASE ADDRESS ANY QUERIES TO THE RECEPTION MANAGER QUOTING THE ABOVE REFERENCE
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