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


February 23, 2012
<Mention Recipient’s Address Here>

Hello,

I'm so embarrassed to admit it, but I have to tell you that I broke your <what you broke>. Sometimes I can be such a fool and clumsy! I'd almost swear I can break things just by looking at them! At any rate, I want you to know that I'll readily return your <what you broke>. Please just let me know from where did you got that from, I'll see that you get a brand new one. Or, if you want, I can pay you the whole amount for it.

Again, I'm really very sorry for my gaucheness. I am really embarrassed and I really wish you forgive me!

Kind Regards,

Bob Travolta 

encl: <List of enclosed items goes here>
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