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Formal Letter

Sticky Note
Sender's Address

Sticky Note
Date

Sticky Note
Receiver's name

Sticky Note
Post

Sticky Note
Receiver's Address

Sticky Note
Greeting / Salutation e.g. Dear _____, 

Sticky Note
A beginning which usually explains the reason for writing

Sticky Note
A middle which usually tells more about the subject

Sticky Note
An ending

Sticky Note
A closing phrasee.g. Yours faithfully, 

Sticky Note
Sender's name
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