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PARTS OF A BUSINESS LETTER: 
FULLY BLOCKED; OPEN PUNCTUATION 
 
A business letter consists of several sections that must be laid out on the page in a particular way.  
Each of the numbered frames represents one of those sections. 

 
Using the words and phrases below try to identify each part of the letter. 
 
Addressee & address; Body of the letter; Letter heading; Salutation; Signatory; Enc.; Date; 
Complimentary close; Reference; Subject heading. 
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