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TOPIC: INFORMAL LETTER WRITING -HANDOUT    LANGUAGE NOTEBOOK -2 

RESOURCE PERSON: Mrs. Gemma Schwan 
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   Sender’s address 

 

   Date of writing the letter 

 

   Salutation/greetings 

 

   Body (1 or 2) 

 

   Complimentary closure 

 

   Your name/signature 

 

               Leave a line 

 


