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ABSTRACT

Writing and reading emails in letters need professionalism. The writer must
understand or learn the basic techniques of writing an email. Every job has some
type of format to write an email. In business when things have happened there may
be things that cannot be negotiated because this could impact the procedures for
doing business—analyzing the format of a business letter via email. There are three
business letter formats used when making a business letter, namely full block
format, semi-block format, and indented format. Then, the email used tense there
are 12 tenses in Betty Azar's book. The kinds of tenses are Simple tense, Progressive
tense, Perfect tense, and Perfect Progressive tense.

Keywords: Business Correspondence, Format Letters, Tenses
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