81



82



&3



(B). BUSINESS LETTER - LAY OUT

BUSINESS LETTER

1...

2...
3... 5...
4 6...
7 8...
9...
14(eeeeeneeneennnd)

Name of the Company in Capitals.

Nature of the Company within brackets.
Telephone Number on the left side.
Telegrams

Post Box Number on the right side

Address of the Company.

Reference Number

Date

To address

10. Salutation

11. Body of the Business Letter

12. Complimentary Close

13. for NAME OF THE COMPANY in Capitals.
14. Name of the Authority in capitals within brackets.
15. Designation of the Authority.
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3.(b) BUSINESS LETTER-MODEL

BUSINESS LETTER
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3.(d) PROFESSIONAL LETTER - LAYOUT

Name of the Sender in Capitals.

Designation of the Sender

Telephone Number on the right side

Address of the Sender

Date

To Address

Salutation

Body of the Professional letter.
Complementary Close.

0 Name of the sender in capitals within brackets.

SR A LN

92



PROFESSIONAL LETTER - MODEL
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