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


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

Hello,

It's been long time since we've had the opportunity to serve you. I would like to update you on what has been happening with XYZ Company since then. [Bring customer up to date on changes.]

[Details of new changes and offers]

I'd like to request some of your time to find our how you're doing and if there is anything we might help you with. It will be great if you give me a call to set up a meeting. Please feel free to call me at [phone number] for any queries. I hope to work with you in near future again.


Thanking you,

Warm Regards,

Bob Travolta 

Encl: [List of enclosed items goes here]
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