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[Date]

[Title] [First Name] [Last Name] 

[Job Title]

[Company]

[Address1]

[Address2]

[City],  [State]   [Postal Code]

[HEADING]

Dear [First Name],

I hope this letter finds you doing well. I thought you would be interested in the attached [article, press release, report, internet link, etc.]. Should you have any questions or comments about [________] please don’t hesitate to give me a call.

All the best,

[Signature]

[Name], Esq.

XXX/xxx

P.S.
To receive even more information on this subject, simply send me an e-mail reply or fax this letter to my office.

Telephone: (xxx) xxx-xxxx

Web Site: www.xxxxxx.com

Facsimile:  (xxx) xxx-xxxx

E-Mail: xxxxxx@xxxx.com


