[Senders Name]
[Address line 1]
[Address line 2]
[State, ZIP Code]
[bookmark: _GoBack]
[Letter Date]

[Recipients Name]
[Address line 1]
[Address line 2]
[State, ZIP Code]

[Subject: Normally bold, summarizes the intention of the letter] -Optional-

Dear [Recipients Name], 

I apologize for the unnecessary confusion that was brought about by a typographical error on the flyers that were distributed yesterday. We are dropping our price for our premium gold club set to $200 and not $20. Despite this, it still is a great bargain! So do drop by our stores to get hold of this amazing discount!


Sincerely, 

[Senders Name]
[Senders Title] -Optional-
