
This is where  

you write your  

message. 

heading 
Placed at the top of your 

letter,  including the date 

and sometimes your 

address. 

greeting 

It’s like saying “hi”,  

it tells to whom you  

are writing. 

a body 

a closing 

A short  

expression is  

written, followed  

by a comma. 

a signature 

Write your name here.  

This tells your reader  

who the letter is from. 
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