Today’s Date

<<_COMPANY_

>><<_STREET1_

>><<_STREET2_

>><<_CITY_>><<, _STATE_>><< _POSTAL_>>" \l 1033 \c 0 \e "" 
««AddressBlock»»


<<_AFTER_ :>>" \l 1033 \e "Dear Sir or Madam," 
««GreetingLine»»

The purpose of this letter is to inform you that your health club membership is about to expire. You have been an excellent member for some time, so we would like to offer you a low renewal rate of just $300 per year.

Please contact me as soon as possible. This offer will expire on March 31. Also, we currently have your phone number listed as «Work_Phone». Please return the enclosed change of address card and let me know if this number is still valid.

Sincerely,

Dave Nelson

Renewals Manager

Enclosure

