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[Day Month Year]
[<w:r><w:rPr><w:b/><w:bCs/><w:color w:val="5F6675"/></w:rPr><w:t xml:space="preserve">[Recipient name]</w:t></w:r>]
[Position]
[Organisation]
[Street address]
[Town, Country]

Re: [Subject of letter]
Dear [Name],
[Opening paragraph. State the purpose of the letter in one or two sentences.]
[Body paragraph. Provide the supporting detail, context or proposal.]
[Closing paragraph. Confirm the next step and how to get in touch.]
Yours sincerely,
[Full name]
[Position]
Antap Digital Limited
[email@antapdigital.com  ·  +678 000 0000]
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