1234, Main Street
Boston, MA 02123

07 April, 2005

<Recipient Address Goes Here>

Hello,

Sometimes it's easy to take our friends for granted. I was just thinking about how nice it is that we're friends and it occurred to me that I should tell you so! There have been so many times when I've thought, "Now what would I do without <name>?" You're always there for me and you always come through in a pinch. I always enjoy the time we spend together and usually wind up wishing we could get together more often.

I just wanted to let you know how glad I am that we're friends and how much our friendship means to me. Thanks for everything you do that makes you such a special friend.

Regards,

Robert Anderson


encl: <List of enclosed items goes here>
