
[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: Start with a friendly greeting and briefly mention 

the purpose of your letter.] 

[Body paragraphs: Provide more details and share your thoughts, 

experiences, or news. Feel free to elaborate with anecdotes or emotions.] 

[Closing paragraph: Wrap up your letter with a positive note, suggest 

further communication, or express your well wishes.] 

Sincerely,  

[Your Name] 


