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All letters have the same kind of plan. This plan shows the parts of a
letter. Use the plan to fill in the blanks in the paragraph about letters.

4

heading

inside address

» 5311 Foster St.
Vancouver, B.C. V6T1Z4
October 25, 1998

> Blazing Rocket Toy Co.

5311 Solar Lane
Anaheim, CA 92805

salutation —>Dear Sir or Madam:

body > Six weeks ago | ordered two Deep Space Rocket
Probes. | enclosed one dollar and two proof-of-purchase
seals from Astro-Power cereal. | received only one Probe.
Please send me another Probe. | will be watching my
mailbox for it.

close > Sincerely,

Cartoa T
signature > Carlos Pefia
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Letters have parts that appear in order. They begin with the writer’s

address and date, which is called the . They end

with the writer’s . The p

which appears after the heading, gives the name of the person

receiving the letter. The greets the person or

company to whom the letter is addressed. The writer’s message is

contained in the . The brief good-bye following the
body is called the





