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Ciudad/city, Estado/state.
Mes 00, 20XX.

Nombre del destinatario/addressee
Dirección del destinatario/addressee

Dear Ms./Mrs./Mr. NOMBRE,

I am delighted to inform you that at NOMBRE de la empresa/company we have decided to accept the proposal presented by you, in relation to _______________________. I also want to take the opportunity to thank you for _______________________________.
____________________________________________________________, so we could not pass up the opportunity to _______________________________. As you already know, _____________________________________________________________________________________________________________________.
INFORMACIÓN ADICIONAL ___________________________________________________ __________________________________________________________________________________________________________________________________________________.
We can not wait to _________________________________________________________. We will meet at LUGAR/place on MES 00 to arrange all the details. Thank you for _________ ____________.

Respectfully,
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