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Significance:
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BASIC PRINCIPLES OF LE

« PLANNING OF!
« SINCERITY.
« SIMPLICITY
« CIA
- BREVITY
« COURTESY
» LAYOUT




To Inform
JoC ongratul_ ¢
To Enquire
Tod
To
“To Collect Dues
To Complam |
To Make An Adjustmém
. ~To Sale A Product, Service OS¢




TETTERS STTRACIT

~-He <;trg -
E ~Inside dddmss

~-Salutation a i
-Message

-Complementary close
-Signature block
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(1) Sender's Addvess-
DEMI S
OFFICIAL PO et
FORM e A9) Salutation.
(5) Subject:-
(6) Body of the Letter
{6) Complimentary Closes-
(7) Signature Block:-
(3) Insider Address.




MODIFIED
BLOCKED
FORM

(6)Body of the Letter ~ =

(7) Complimentary Close:-

(8) Signature Block:-




(1) Sender’s Address

FULL
BLOCK -
FORM {3) Insider Address
, (4) Salutation
(5) Subject:-
(6)Body of the Letter
(7)Complimentary Close:-




