Date:
To
[The Recipient]
[Business/personal Name]
[Address]
Dear [Recipient Name],
I [title][Name] am writing to you on behalf of [organization name]. As you know we have been providing our [services/products] for the last [number] years and our contribution in the field of [name] is known both nationally and internationally. We have been recognized for our effort’s multiple times in the form of awards.
We are very pleased to announce the launching of a new [product/service] which would transform the market as nothing of the kind is available currently. This [product/service] is the manifestation of our [leader/founders] vision and years of hard work and research of our R&D department. Extensive testing has been done to ensure the safety and quality of our (service/product). 
For further details you can contact Mr. [name], [designation] of our [department name] department by calling on [phone number] or through email at [email address] or you can visit us at [address]. A [sample/voucher for service] is being attached for your consideration.
Looking forward to hearing your feedback.
[Your Name]
[Business Name]
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