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33 Market Place

Hitchin







Herts SG5 1DY
Name

Address 1

Address 2

Address 3

Post Code

Date:

Dear   ,

OUR MEETING REGARDING YOUR REQUIREMENTS for SUPPLY TEACHERS
I would like to take this opportunity to say thank you once again for the time you took to meet me.  I trust that the service we discussed met with your approval; if you need any further information or have any queries please do not hesitate to contact me at our offices.
As promised, I now enclose the relevant documentation with regard to supplying teaching staff we anticipate providing for your school, together with the charge rates for that service and other vital information.

Yours sincerely, and with thanks once more for your hospitality,
for T 4 TEACHERS LIMITED

Enclosures: draft of school-side literature

