
**[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], 

**Introduction**  

Start with a friendly greeting and state the purpose of your letter.  

**Body Paragraph 1**  

Share your thoughts or describe an event. Include details that make it 

interesting. 

**Body Paragraph 2**  

Ask questions or share personal anecdotes. Connect with the recipient. 

**Conclusion**  

Wrap up your letter with a positive note. Mention something to look 

forward to. 

Best wishes,  

[Your Name]  

**P.S.**  

Add a fun fact or a small reminder. 


