The Parts of a Letter

A letter usually inciudes e following
parns:

The heading of the letter usually
inclhedes the addrass and date al the lop
of the lettar

The greeting is the cpening ke Dear
Aom followed by a comima for a frismdhy
letter or a colon for a businass letter

The body is the hear of the letler. This
is wihere you write your message
Remember o keep your wriling clear and
easy 1o read. Wrile for your remadert

The closing is he ending of your letber
Sign your narme al the end of the leiter
under a closing word Such as Sincanaly
fodlcawed By A comma

Hera ang some common abbraviations
that you may need whean you hawve small
spaces o wrile a word

= . noeth
- 5 soauth
= E east
= W WSt
- 3 siraat

= Avn SN

= Blhvd Doulbansand
« FRd road

= Or drive

= Lmn lare

= Carche

« XIMNG crossing
= Hwy.  highway
= | inbersiale
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