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Geoffrey King,
Director,
Smith Indus.,

Denver USA 34567
Dear Mr. Geoffrey King,

I am writing this letter to you on advice by Mr. Bentley Thomas who happens to be a mutual acquaintance of both of us. I have read numerous articles about you in different newspapers and magazines, which amazed me, a lot in many ways. I wish to meet you and learn some important tips regarding my new endeavour from an experienced firm like yours, which would be very beneficial for an upcoming business man like me.

I have completed my graduation from the esteemed and well known Business School of States. My main motive to meet you is lack of my practical experience, which I believe I can get in abundance from you. So if you could allow me to join you. Please accept my plea and grant me an appointment I would be honoured to meet you I person and share your knowledge.

Thank you for your consideration and time. I look forward to hearing from you soon.
Yours faithfully,
Daniel Miller
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