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

February 23, 2012
[Mention Recipient’s Address Here]
Hello,

[Describe your cause.]

[Describe the issue.]

Ways of how you can support. [Source of funds.] [How the donation will help.]

You can also lend a hand. [List the ways to donate.] It's easy to change a bad situation if we can each make a contribution.
Thanking you for your support.

Warm Regards,

Bob Travolta 
Encl: [List of enclosed items goes here]
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