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

February 23, 2012
[Mention Recipient’s Address Here]
Hello,
We are delighted to get associated with your company and pleased to do business with you. Please find the attached contract which outlines our agreement. [description.]

Upon completion of the contracts, [next steps]. We look forward to doing business with you. Please feel free to contact us for any further doubts and clarifications.
Thanking you,

Warm Regards,

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