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[ KXW | Speech I———-|
] |

A speech consists of three parts:
| a) a greeting to the audience;
| b) the body where the bulk of the information

|
|
| isgien,or convincing arguments presented; |
|
|

| ¢) an ending, summary, thanks or other wishes.

| The main consideration when writing a good
speech is always the audience. A good
speech is never written from the speaker's |

| point of view. A good speech begins with |

| a hook to capture the audience's interest |
straight away. The speech ends with what

| you want people to do as a result of having |

| listened to your speech.
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A formal letter (A thank-you letter)

— 1

| A thank-you letter is written in the form of a formal |
letter. Sometimes the title can simply be "## 13", |

The content of the letter should be straightforwa

rd,

divided into short and clear paragraphs, using the

right register and language.

The main body of the letter should cover:
a) Who are you thanking?

etc. mean to you?

The ending of a thank-you letter normally comes

I
I
I
I
| b) What are you thanking them for?
|
I
I

with a summary and appropriate leave-taki
| phrases, full name and date.

I
I
I
c) What did their gift or time, expertise, encouragement, I
I
I
I
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