Business Letters & Envelopes

1
Identify the parts of the
Business Letter 12
3
Body (text) 4
Closi
N 15
Date line
Enclosures
6
Name & Job Title of Recipient
Name & Job Title of Sender
Recipient’s address :I 7
Salutation _L. 3
Sender's address :I 9
Signature I:I 10
Identify the parts of an
Envelope
Name & Job Title of Recipient
2 , & B 5 Name & Job Title of Sender
Recipient’s address
3 Sender’s address
4

Stamp
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