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[Date]
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[Your Name]

[Street Address]

[City, ST  ZIP Code]

[Date]
[Recipient Name]

[Title]

[Company Name]
[Street Address]

[City, ST  ZIP Code]

Dear [Recipient Name]:

Thank you for choosing [Company Name] for your [business type] needs. We are confident that you will be very satisfied with the services that we offer.

The information enclosed will help you make the most of our services. If you have questions, please contact us. Your account manager, [Name], can be reached at [phone number]. Your account number is [account number]. When you call, please have it handy so that we can expedite your requests.

As your needs change, we will be happy to help you evaluate those needs and offer you the services that will help you achieve your new goals. Again, thank you for choosing [Company Name].

Sincerely,

[Your Name]

[Title]

Enclosure

