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


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

I would like to invite you to [event]. I assure you that you will thoroughly enjoy the event with us: [list of benefits]

I’m sending you the details of the event so that you can make your schedule accordingly. [Event details] 
We hope to see you at the event.

Thanking you.

Kind Regards,

Bob Travolta 

encl: [List of enclosed items goes here]
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