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• Include the five parts of a letter 

 
 
 
 
 
 
•   Write as if you were talking to the  
     person. 
 
•   Keep to the point. 
 
•   Include things that will 
    interest the person getting 
    the letter. 
 

Heading 
 
Greeting, 
      The body ___________ 
_____________________
_____________________ 

                            Closing,    
Signature 


