
**[Your Name]**  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Date]  

**[Recipient's Name]**  

[Recipient's Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

[Opening paragraph: Introduce yourself and state the purpose of the 

letter.] 

[Body paragraph(s): Provide details, share your thoughts, or express your 

feelings related to the purpose of your letter.] 

[Closing paragraph: Summarize your main point and include any action you 

hope the recipient will take or any response you would like.] 

Sincerely,  

[Your Name]  

[Optional: PS (Postscript) to add any additional notes or friendly 

remarks.] 


