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1130 ABC Company Blvd
ABC Town, MN 55555

January 14, 2011

John Smith
123 Main Street 
Any Town, MN 55555

Dear John:
[bookmark: _GoBack]	This letter is to inform you of training opportunities available to you. As a Microsoft Word user, we have many classes to help you learn more about the software. Visit our website at www.abc‑company.com to see what classes are available, or call our helpline at 800-555-5555.  

Sincerely,

Mary Jones
Account Representative
ABC Company
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