Date:    

My Ref: 
Your Ref:

Contact:
Phone:  

Email: 

Dear Sir/Madam,
Re High Needs Top Up Charges for %date%
With reference to the above, please find enclosed a schedule of pupils attending %name% Schools with a statement of SEN issued and maintained by you, who we believe to be the financial responsibility of your Authority.

I would be grateful if you would check this schedule and return a signed copy agreeing responsibility on behalf of your council and providing an Order Number if applicable.  

Once I have received your acceptance I will issue an invoice for the period %date%.

Please reply by %set date usually 3 weeks%, otherwise I will assume you are in agreement with the schedule and invoice will be issued.

Should you have any queries or require any further information, please do not hesitate to contact me.

Yours faithfully,
Finance Assistant
Enc

schedule of pupils showing the support specified on the statement

