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[Recipient name]

[Company]

[Street and number]

[Postcode and town]
Exampletown, 27 October 2026
Subject: [What the letter is about]
Dear [name],
[Opening paragraph: say why you are writing in one or two sentences.]

[Main paragraph: the details. Every paragraph in this template uses the Normal style, so changing that one style restyles the whole letter.]

[Closing paragraph: what happens next, and how to reach you.]
Kind regards,
[Your name]

[Your role]
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