WRITING TEMPLATES
Letter Writing
Write a formal letter to a principal, an author, a business or a leader. Fill in the six parts in order, from your address to your signature.
 
	NAME

	WRITING TO

	MY PURPOSE


	1. HEADING: YOUR ADDRESS AND DATE
	2. INSIDE ADDRESS: THEIR NAME AND ADDRESS

	
	

	
	

	
	

	 
	 

	3. GREETING

	

	 

	4. BODY: WHY YOU ARE WRITING, YOUR REASONS AND WHAT YOU HOPE WILL HAPPEN

	

	

	

	

	

	

	

	

	

	

	

	5. CLOSING
	6. SIGNATURE
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