Letter Writing Checklist

e I have included all the parts of the letter:
1 Heading (if required)
1 Date

1 Salutation or greeting

OJ

Body of letter

(|

Closing

(|

Postscript (P.S.)

OJ

Signature

e I have re-read my letter carefully to check for
1 correct spelling
[ correct capitalization

] correct punctuation
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