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A good letter is clear,
polite and gets your
message across.

PURPOSE

REQUEST
EXPLAIN
INFORM

KEY FEATURES

ADDRESS

SIGN OFF

TENSES USED

PRESENT TENSE

PAST TENSE
MODAL VERBS
BE FORMAL USE SLANG
USE PARAGRAPHS | USE SHORT FORMS
BE POLITE BE RUDE
CHECK SPELLING FORGET

AND GRAMMAR  °  YOUR SIGN OFF

A CLEAR LETTER

GETS RESULTS.



