16th July, 2012
«TITLE» «FIRST» «SURNAME»
«NUMBER» «STREET»
«SUBURB»   «STATE»   «PCODE»
Dear «FIRST»,

I hope this letter finds you and your family happy and healthy.

Our records indicate that your «VEHICLE_MAKE» «MODEL» is due for service in the next four weeks. It’s very important for all modern vehicles to be serviced. Most of the large, expensive jobs in our workshop could have been avoided with proper maintenance and servicing. Remember, that if you want your car to last, please remember oils don’t.

As you are a valued customer, I would like to offer you a 15% discount off your service if you book in before 17 August 2012. 
If you ever have any concerns about your vehicle, please don’t hesitate to just drop in and let us have a look over your vehicle. We very much appreciate your business and Bill, Richard and the rest of the team look forward to working with you long into the future.  

Sincerely,

<<NAME>>
Proprietor

