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St. Louise,
MI-650
23-Feb-12
<Mention Recipient’s Address Here>
Dear <Recipient’s Name>,
I am <your current situation>, and I would love to offer any skills I have to you as a <type of service>.

<details>.

If you would like to accept my offer of assistance, please give me a call at <phone number> or drop me an email <email id>. 

Thank you very for your time and consideration. Would be looking forward to your response at the earliest.
Warm Regards
Bentley Thomas

Encl: <List of enclosed items goes here>
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