The Format of Article Writing
Heading / Title.

A line having the writer's name.
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Main Body (the main part of the article, 2 -3

paragraphs)leave a line after each paragraph.

Conclusion (Ending paragraph of the article with the

opinion or recommendation, anticipation or an appeal)
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Format of the Formal Letter

H If the question includes the instruction “Start your letter ‘Dear Sir”, you can include the date
underneath your full name at the end of the letter. If no such instructions are given in the
question, you may indude the addressed and date at the beginning of the letter.

You caneither include the Subject Line beneath *Dear Sir” or you can simply start your first
paragraph with asentence that lays out the subject of the letter. Itis YOUR CHOICE.

Format of the Formal Letter

Dear Sir
Subject: (optional)
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Yours faithfully
(Put your signature here.)
(Write your full name here.)

(Write the date here)
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