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

February 23, 2012
[Mention Recipient’s Address Here]
Hello,

As per our recent telephonic conversation on [when conversation took place] I just wanted to drop you a note to re-cap. As we discussed, [re-cap conclusions].

It was a indeed a delight talking with you and I look forward to [next step]. If you have any further queries or clarification, please feel free to contact me at [phone number].
Thanking you,
Warm Regards,

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