
1234, Main Street
Boston, MA 02123

07 April, 2005

<Recipient Address Goes Here>

Hello,

This is just a quick note to let you know that I'll be thinking of you as you travel through <location of travels>. I'm sure you'll have a fabulous time, and if you must know, I'm terribly jealous. Maybe we can go there together some time!

Please travel safely and take lots of pictures! I'll expect a full report when you get back. In the meantime, you'll be in my thoughts. Have fun!

Regards,

Robert Anderson

encl: <List of enclosed items goes here>
