Fiche-outil n° :La mise en page d'une lettre

Il existe deux types de lettres :

> Lalettre .....ococessicsisieeneee. QUi S'adresse a des personnes que I'émetteur
ne connait pas personnellement,

> La lettre ..o, QUi S'adresse @ une personne connue de
[1021417=1 & =TT o (OO §

Voici un schéma précis de la représentation générale de chacune des lettres :

Lalettre ..ooooooeeoeeveeveveen.. Lalettre ..ooveoveeeeeeeeeeeeev..
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Les éléments constitutifs de la lettre officielle :
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.0.9.9,0,0,0.0.0.0,0,0,0.0.0.0,0,0.0.0.0.0,0,0.0.0.0,0,0,0.0.0.0.0,0,0.0.0

(4)
XXXXXXXXXXXX,
(5)
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0.0.9.0,0,0,0.0.0,0,0,0,0.0.0.90,0,0,0.0.0.0,0,0,0.0.0.0,0,0.0.0.0.0,0,0.0.0.0,0,0,0.0.0.0,0,0,0.0.0.0,0,0.¢
0.0.9.0,0,0,0.0.0,0,0,0,0.0.0.0,0,0.0.9.0,0,0,0.0.0.0,0,0,0.0.0.0,0,0.0.0.0.0,0,0.0.0.0.0,0.¢

.9.9,0,0,0.0.0.0,0,0,0.0.0.0,0,0,0.0.0,0,0,0.0.0.0,0,0,0.0.0.0,0,0.0.0.0,0,0,0,0.0.0.0,0,0.0.0 4
0.0.9.9,0,0,0.0.0.0,0,0,0.0.0.0,0,0,0.0.0.0,0,0,0.0.0.0,0,0.0.0.0.0,0,0.0.0.0,0,0,0.0.0.0,0,0,0.0.0.0,0,0.4

0 9.9,0,0,0.0.0.0,0,0,0.0.0.0,0,0.0.0.0,0,0,0.0.0.0,0,0,0.0.0.0,0,0.0.0.0,0,0,0,0.0.0.0,0,0.0.0 4
0.0.9.9,0,0,0.0.0.0,0,0,0.0.0.0,0,0,0.0.0.0,0,0,0.0.0,0,0,0.0.0.0.0,0,0.0.0.0,0,0,0.0.0.0,0,0,0.0.0.0,0,0.4

)

P.S. XXXXXXXXXXXXXXXXXXXXXX (9)

XXXXXXXXXXXXXX

(3)

(8)

1)

4

)

(2)

)

(8)

(3)

(6)

%)

16



