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Dear Ollie
Thank you for your letter with regards to the charity event that you are looking to run on Saturday 3rd April. We at West Malling CEP School would be delighted for you to use our school field for this very important charity.
You mentioned in your letter that we are aware of the Heart of Kent Hospice – you are right. There are a few parents from our school who I know work for your charity, and it has always been clear to me how committed your teams are in raising money to help people get the care that they need.
I have put this date on the school calendar and I if there is anything, we can do to help get the day set up then please do ask. Perhaps a phone call or a meeting this month would be useful? We have a PTA who are excellent at getting volunteers to help with events we have run in the past so if you would like to consider extra help on the day then I can ask our PTA about what they could do.
I look forward to hearing from you and meeting you in person soon. If you would like to come to the school for a meeting, then you can ring the main school number where one of my colleagues will put you through to me. 
Thank you again for thinking of our school.
Yours sincerely

Mr Rye
Co-Head Teacher
