1234, Main Street
Boston, MA 02123

07 April, 2005

<Recipient Address Goes Here>

Hello,

I just heard the most <description> thing and knew I had to share it with you! Have you heard the latest about <name>? Well, I just found out that <event>. Can you believe it?

I can't wait to hear your reaction to this interesting tidbit of news. In the meantime, I hope you are doing well. Talk to you soon!

Regards,

Robert Anderson

encl: <List of enclosed items goes here>
