

	[Your Name]
	[Recipient Name]

	[Business Name]
	[Recipient Organisation]

	Phone: [Phone]
	[Address Line 1]

	Email: [Email]
	[Address Line 2]

	[Website, optional]
	[Town or City  Postcode]

	NZBN: [NZBN, optional]
	

	
	

	[Date]
	

	Re: [Subject]



Dear [Recipient Name],
[Start your letter here.]




Kind regards,


[Your Name]
[Business Name]
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