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Template for Formal Letter

Name
} —Sender’s name and address

16th July 2023 } -Date

The Principal
— } —Receiver’s address

Respected Sir/Madam }—Salutation

Subject:

Thank you
Yours faithfully }-Complimentary close

Your name }-Sender's name

Points to remember while writing a business letter:

e Use the correct format

e Formal language to be used

o Date should always be written

e Subject and reference should be mentioned
e Greetings and salutations

e The letter content should be concise

DISCLAIMER
1.Strictly not for Commercial use.
2.Provided on as is basis with no warranties of any kind.
3.Content that falls in Public Domain or common Knowledge facts can be used freely.
4.Some of the contents are owned by the Third parties and are used in compliance with their licensing conditions. Any one infringing the Copyright of such Third
parties will be doing so at their own risks and costs.
5.Content can be downloaded and used for Personal, educational and informational purposes only. Any attempt to remove, alter, circumvent or distort the data
that is accessed Is lllegal and strictly prohibited.
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Template for Email

From: } — Sender’s email address (From)
To: } — Receiver’s email address
Date: }— Date

Subject } — Subject of email

Respected Sir/Madam} —Salutation

Thank you
Yours faithfully }-Complimentary close

Your name }—Sender's name

Points to remember while writing an email:

e Use the correct format

e Use the correct email address

e Formal language to be used

e Simple and clear subject to be mentioned
e The sender’s email address to be checked
e Use the correct greeting and salutation
e Greetings and salutations
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