1234, Main Street
Boston, MA 02123

03/17/05

<Recipient Address Goes Here>

Hello.

I am planning on opening a <type of business> in <location> in <month, year>. Could you please send me any information you might have regarding:

- Licensing
- Tax regulations
- Additional agencies involved with my industry

Please advise if there are additional organizations I need to contact. Thank you for your help.

Regards,

Robert Anderson


encl: <List of enclosed items goes here>
