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


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

We at, XYZ Company is contented to introduce [new product or service]. [Details of the description and benefits of the new product or service].

I am enclosing details of our company and our credentials to give you more insight of our company. Thank you for showing your interest and I look forward to speaking with you.

Warm Regards,

Tim Williams
encl: [List of enclosed items goes here]
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