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Dear ________________, 

_______________________________________________________________________________________________________________________
_______________________________________________________________________________________________________________________
_______________________________________________________________________________________________________________________ 

_______________________________________________________________________________________________________________________
_______________________________________________________________________________________________________________________
_______________________________________________________________________________________________________________________ 

_______________________________________________________________________________________________________________________
_______________________________________________________________________________________________________________________
_______________________________________________________________________________________________________________________ 

_______________________, 
_______________________ 

Sender to 
email 

Write a Subject 

Closing & 
signing off 
Write your 
name 

P1: ask how 
your friend is 
& the reason 

you writing to 

Greeting 

P2: more 
details about 

the place 

P3: invitation 
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