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123 Lane, Area 456, 
City, State, Pin Code

February 23, 2012
<Mention Recipient’s Address Here>

Hello,

I am writing this letter to let you know how terrible I feel about letting you down. I know you were really counting on me to <what to do> and I blew it! I completely understand your behavior and it is obvious to be so frustrated and angry with me and I don't blame you. I feel so terrible for letting you down. Ordinarily, I am very responsible and reliable. I wish I had a good excuse for why I failed you, but I'm afraid there just isn't one. Again, I am extremely sorry. Please forgive me my friend.

Warm Regards,

Bob Travolta 

encl: <List of enclosed items goes here>
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