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K/ KAYOSERVICES

& CONCIERGE BOUTIQUE

Issued by Kayo Services & Concierge Boutique

Lead office New York City, USA — within the jurisdiction of the Embassy of the
Republic of Rwanda, Washington, D.C.

Date [ Month 2026]
Recipient [Full Name]
[Title / Organization]
[Address]
Subject [Concise subject line]
Reference KS-CB /[YYYY]/ [###]
01 Salutation

Dear [Sir / Madam / Full Name],

02 Body of Correspondence

On behalf of Kayo Services & Concierge Boutique, we are writing to [state purpose of the letter —
confirmation, transmittal, partnership outreach, formal request, etc.]. This correspondence is issued in
accordance with our official communication protocol and reflects the values, governance and brand
standards of the firm.

[Continue with the substantive content of the letter. Maintain a clear, formal, and concierge-grade tone
consistent with the Kayo brand voice — precise, respectful, globally fluent, and discreet.]

Should you require any clarification or supporting information, please do not hesitate to contact the
undersigned directly. We remain at your disposal.

(0K} Closing

Respectfully,

KAYO SERVICES & CONCIERGE BOUTIQUIervice@kayoservices.com - travel.kayoservices.com - WhatsApp +1 917 974 3850
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[Full Name]

[Title / Position]

Kayo Services & Concierge Boutique
service@kayoservices.com - WhatsApp +1 917 974 3850
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