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[Insert Dept]
West Cornwall Hospital
St Clare Street
Penzance
Cornwall 
TR18 2PF 
Tel: [Insert telephone]
Email: xxxxxxxx@nhs.net
Web: royalcornwallhospitals.nhs.uk

Mr A.N. Individual
12 Somewhere Avenue
Someplace
AB1 2CD

Date: Click or tap to enter a date.

Dear XX

Title of letter (less than 70 characters)

Before writing your letter, familiarise yourself with our A-Z House Style. All writing under the Trust identity, whether online or offline, should be consistent with this style. This includes dates, times, job titles. There should be no acronyms in your copy. 

When copying and pasting content to this letter, please use the keep text only function to retain the approved accessibility and branding format. 

When you have finished writing your letter, check your content against the accessibility and branding checklist.

Yours sincerely / faithfully

Name of team or author
Team name
Enc

[image: A banner displaying names and titles with logos for Disability Confident, Employer, and Veteran Aware. It includes text identifying David Allen OBE as Chair and Kim O'Keeffe BEM as Acting Chief Executive, alongside the slogan "Outstanding Care for One+All."]
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