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100000000000 000-The Layout ofBusiness Letter

Forms
1.the letter-head
2.the date
3.the inside name and address
4 the salutation
5.the message,or the body of the letter
6.the complimentary close
7.the signature and position
8.the reference
9.the attention line
10.the subject line
11.the enclosures
12.the carbon copy notation
13.the postscript
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