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Report Writing Only if
instructions not
To: [Mame of Recipient] gi'lu'en
[Paosition/ Title]
From: [Mame of Writer]

[Positiond Title/ Class]

[Date]

[Title]: Underline the fitle http://f2fshahrukh.blogsp
_ ot.com/2017/02/formats-

Introduction

for-directed-writing.html

Body (Three content points)

Make three FParagraphs
Conclusion: Provide a clear conclusion and finish off strongly

[Signature]

Account

Heading {optional)

Introduction

Body (Three content points)

Make three FParagraphs
Conclusion

Written by,
Mame
Crate



Formats for Directed Writing

Formal Letter

Cear
Subject:
Introduction

Body (Three content points)

Make three Paragraphs
Conclusion
Yours truly,

Sign

Full Mame

Informal Letter

Dear
Introduction

Hody (Three content points)

Make three Paragraphs
Conclusion

Yours truly,

Mame



Speech

Dear Friends/ teachers/ classmates,

(Good morning/ evening
Introduction

Body (Three content points)
Make three Paragraphs

Conclusion

Newspaper Report

Headline

By Line (Mame of writer)

Dateline( City, Date:)
E.g. Karachi, 281" March: Introduction

Body (Three content points)
Make three Paragraphs

Conclusion

If you are asked to end properly, then end like this:
Written by,

S1gn

Date



Newspaper Arlicle

Headline

By Line {(Mame of writer)
Introduction

Body (Three content points)
Make three Paragraphs

Conclusion

If you are asked to end properly, then end like this:
Written by,

Sign

Full name

Date



