Copyright of FoundLetters.com

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

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

XYZ Company has been in business since [date] and is proud of its track record of quality, timely and trustworthy service. I’m attaching our latest catalog for your reference. I'd like to highlight few things in our latest catalog:
- [list of items or features]

Please go through it, and let us know if there is something interesting you can find in it or if you have any queries, please feel free to contact us at [phone number or email id]
Thanking you,
Warm Regards,

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