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USE OFFICAL OFFICE LETTERHEAD
     
Dear        :

This is a request for you and       to attend a conference which is scheduled for       at       at        .

The conference provides an opportunity for you to meet with me and my supervisor to discuss      's placement, the services that s/he is receiving or that are needed, and the plans for his/her future.

Please telephone me or my supervisor,       at       at least 3 days prior to the conference to let us know whether you will be able to attend. The Division will reimburse you for at least part of the cost of a babysitter if this is needed in order for you to attend.

If you are unable to attend, I am requesting you give to me a summary about how

      is functioning at home, at school and in the community so that this can be reviewed at the conference.

Thank you for your cooperation.


Sincerely,


     



Agency Representative


