
www.Achamel.net                                              cours pratiques en ligne 
 
 
writing 
lay –out:  
 
The recipient’s                        the sender’s 
   address,                                    address, 
                         Date  
Dear sir or madam 
 ………………………………………………………… 
…………………………………………………………………. 
 …………………………………………………………. 
………………………………………………………………… 
 ……………………… 
           Yours sincerely,  
                                                                  Signature 
      ……… 
       Your name 
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