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                        Follow a formal letter format when writing formal letters 1) Include your name and contact information. 2) Include the recipient's name and address. 3) Include the date. 4) Use the right salutation. 5) Create the body of your formal letter. 6) Close the letter with a formal sign-off. 7) Add your signature.
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                        Salutation: For formal letter, the salutation to be used are Sir / Respected sir / Madam. Body: Write the matter of the letter here. You can divide it into 3 paragraphs. First para of the body: Introduce yourself and explain the purpose of writing the letter in brief.
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