














The format of an account writing:

To: Designation/ recipient (The principal or the police)

Introductory paragraph + 1st content point

Paragraph 2 --- (2nd content point) 

Paragraph 3 ----(3rd Content point)

Concluding paragraph.

Signature:  

From: Your full name. (Designation) 

Date: 16th November,2020. 
                                                                                                          
Word count: ______
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