Friendly Letter Format









Date 





(double space)

Dear _____________________,

(Double space)
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Body of letter

(double space)









Closure









Signature

EXAMPLE:








11 March, 1652

Dearest Beatrice,

  The god above, that sits above, and knows me, and knows how I cannot rhyme.  Anyway, I do requite thy love, and hope that thou dost wish a merry meeting betwixt me and thee.









Sincerely,










Benedick
Play format:


Name of character: (Said with fear) “It was a dark and stormy evening.”
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EXAMPLE:    Romeo: (quietly to himself) “But soft, what light through yonder window breaks?”

Note that the Date, The Closure, and the Signature are all aligned!





Use STAGE DIRECTION to tell the actor how the line should be delivered!





Note that this is a COLON!





Quotation marks go around ALL SPOKEN WORDS!








