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


February 22, 2012


[Mention Recipient’s Address Here]

Hello,

Thank you for placing your order [reference to order] of [things ordered]. Your order is being shipped via [shipping company’s name and method]. It should arrive by [expected date of reach].

The total billing amount, [including shipping], will be [price]. We are pleased to serve you and look forward to serving you in the future.

Thanking you!

Kind Regards,

Sean Peterson


Encl: [List of enclosed items goes here]
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