
Unit 1, Lesson 1: Labels: Elements of a Formal Letter 

 

Explanation or evidence Name and address of 
recipient 

Sign-off phrase 
 

Date 

Name and address of writer 
 

Writer‛s signature 

Suggested solution 
 

Salutation  

Problem 
 

Closing sentence 

Writer‛s name 
 

Title/name of recipient 

 

 


