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Official letters Official letters: vocabulary

iclfon the words in the box at the top of the screen. r! g them down to the correct

@35%% in the text below. Match each word with the cor and dlick on
M

ing and Feedback to read another official letter.
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someone picks up the letter at a later date, this tells !
:

written and allows you to refer to it later.

] .
This is what enables you to file the letter and locate it later|

3 .
The greeting at the beginning of the letter (Dear...).
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.
The topic of the letter often written in bold, or underlined, at
the top of the body. Not all letters have one of these.

e
The formation in the letter.

.
The way the letter Is formally closed. Examples are: Yours
Yours faithfully.
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.
The name written by hand at the bottom of the letter.

s
A list of other documents you are sending with the letter.
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