
[Your Address]  

[City, State, Zip Code]  

[Date]  

[Recipient's Name]  

[Recipient's Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

[Opening paragraph: Introduce the purpose of the letter.]  

[Body paragraphs: Provide details, explanations, or information relevant 

to the purpose.]  

[Closing paragraph: Summarize the main points or express any final 

thoughts.]  

Sincerely,  

[Your Name]  

[Your Class/Grade]  

[Your School Name] 


