
[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 line - a friendly greeting or inquiry about their well-being.]  

[Body of the letter - share your personal message, thoughts, or updates.]  

[Closing line - express a sentiment, invite a reply, or mention future 

contact.]  

Warm regards,  

[Your Name] 


