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

February 23, 2012
[Mention Recipient’s Address Here]
Hello,
I am writing this letter to praise the commendable work done by [writer's/reporter's name] on the recent story about [subject of the recent story]. I really believe [his/her] thought and work was simply outstanding.

Please pass along my praise and best wishes to [first name]. It's worth the time to write a letter to let people know that there are still outstanding media professionals working today. Keep up the good work.

Thanking you,

Warm Regards,

Bob Travolta 
Encl: [List of enclosed items goes here]
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