
[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: State the purpose of the letter and express your 

feelings or thoughts.]  

[Body paragraph(s): Share your personal experiences, thoughts, or 

updates. This is where you can elaborate on your main message and connect 

with the recipient.]  

[Closing paragraph: Summarize your thoughts, express well-wishes, and 

invite further communication.]  

Sincerely,  

[Your Name] 


