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Name: Class: Mark:

Sticky Note
Date

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

Sticky Note
Body:1. Beginning - greeting / explains the reason you are writing 2. Middle - information that you are  writing3. Ending 

Sticky Note
A closing phrasee.g. Yours sincerely, / Yours, / Best, / Regards,

Sticky Note
Sender's name
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