1234, Main Street
Boston, MA 02123

09 April, 2005

<Recipient Address Goes Here>

Hello,

Enclosed is the latest edition of our catalog. Abc Company has been in business since <date> and is proud of its track record of prompt, dependable service. I'd like to point out a few things in our latest catalog:
- <list of items or features>

If there is something special you can't find or if you have any other questions, please feel free to call us at <phone number>.

Regards,

Robert Anderson


encl: <List of enclosed items goes here>

