1234, Main Street
Boston, MA 02123

07 April, 2005

<Recipient Address Goes Here>

Hello,

I just wanted to let you know that your <kind of tree>, which hangs over onto my property, is in need of trimming. Like you, I love the privacy and secluded atmosphere that mature trees provide, but in order to keep them healthy, it's important to maintain them properly. I will be happy to offer my help and/or suggestions.

Please let me know how you intend to proceed. I look forward to hearing from you.

Regards,

Robert Anderson


encl: <List of enclosed items goes here>
