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

February 23, 2012
[Mention Recipient’s Address Here]
Hello,
It’s been long time that I haven't heard from you after our meeting and I was curious if you are still [looking for]. Since it has been [long time], I would be pleased to answer any of your queries.
[Optional recap of proposal.]

If the reason is something else for not considering [what was offered], would you please [desired action]. Though I hope that is not the case. If I have not heard from you by [deadline] [result].

I look forward to hearing from you soon. 

Thanking you,

Warm Regards,

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