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TechNext Pte. Ltd.
261 Waterloo Street #03-36, Singapore 180261
UEN 202699888G
[SUBJECT OF LETTER]
Date: [DD Month YYYY]
Reference: [TN-YYYY-NNN]
[Recipient name]
[Recipient job title]
[Company name]
[Address line 1]
[Address line 2]
Dear [Name],
[Opening paragraph — state why you are writing in one sentence.]
[Middle paragraph — the detail, context or request.]
[Closing paragraph — the specific next step and who owns it.]
Yours sincerely,
[Your name]
[Your job title], TechNext Pte. Ltd.
Blank format. Replace every [bracketed] placeholder before issuing. Legal wording must be reviewed by qualified counsel.
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