
Subject: [Subject Line] 

Dear [Recipient's Name], 

I hope this email finds you well.  

[Opening line - express a personal sentiment or inquire about the 

recipient's well-being.] 

[Body of the email - share updates, thoughts, or ask questions. Keep it 

conversational.] 

[Closing line - express anticipation of their reply or share well 

wishes.] 

Best regards,  

[Your Name]  

[Optional: Your contact information] 


