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[Title Surname
Address line 1
Address line 2
Town
County 
Postcode]
Dear [Title Surname]
Urgent: please contact us in relation to your recent appointment
We have been trying to contact you in relation to your last appointment on [xx Month 20xx]. As explained at this appointment, we advised you to return to the practice for us to [insert procedure details]. 
The consequences of you not returning to practice for [this procedure], could mean a more serious eye health issue goes undetected and untreated. 
Please contact us at the earliest opportunity to arrange this appointment, or to discuss this further. If you do not wish to return to this practice, please take the enclosed referral letter to your GP.
This letter is being sent recorded delivery. A copy of the letter will be kept on your practice file. 
Yours sincerely,

[First name Surname]
[Job title]

