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1234, Main Street
Boston, MA 02123

05 April, 2005

<Recipient Address Goes Here>

Hello, 

Re: Account No. <Account number> 

This letter is a notification that due to unsolvable financial difficulties; [Company name] has been undesirably forced to announce bankruptcy. 
Our attorney has started with the bankruptcy process, and all the debts will now be assessed. [Company name]’s debts will be evaluated as per priority, and the decision for either pay off or discharge the debts shall be made by the attorney.

We request you to address any further correspondence regarding this matter to our official attorney - [Name, address and telephone number].
The attorney will be contacting you regarding your account shortly.


Regards, 

Robert Anderson


encl: <List of enclosed items goes here>
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