
[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: Casual greeting and reason for writing.] 

[Second paragraph: Share personal updates or anecdotes.] 

[Third paragraph: Express feelings, thoughts, or reflections.] 

[Closing paragraph: Invite a response or express hopes for the future.] 

Best regards,  

[Your Name] 


