Dear xxxx

I am enclosing / attaching a copy of the minutes of the Safeguarding meeting in respect of xxxxx which was held on xxxx. 

Or:

Here is a Hantsfile link to the minutes of the Safeguarding meeting in respect of xxxxx which was held on xxxx

Or:

The minutes of the Safeguarding meeting in respect of xxxxx which was held on xxxx are now available to view on Swift.

This was a meeting held in accordance with Hampshire Multi Agency Adult Protection/ Safeguarding Procedures relating to the protection of vulnerable adults.  

May I draw your attention to the action points.  You should be aware that even if you did not attend the meeting, there may be some actions that are relevant to you.

Yours

