
**Template 1: Friendly Letter** 

[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], 

I hope this letter finds you well! I have been thinking about you 

recently and wanted to share some updates from my life. 

[Insert personal anecdote or news here.] 

I would love to hear what you have been up to! Let's catch up soon. 

Take care! 

Best,  

[Your Name]  

--- 

**Template 2: Thank You Letter** 

[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Date]  

[Recipient's Name]  

[Recipient's Address]  

[City, State, Zip Code]  

Dear [Recipient's Name], 

Thank you so much for [specific gift or favor]. It truly means a lot to 

me. 

[Provide some details about why you appreciated it.] 

I look forward to seeing you soon! 

Sincerely,  

[Your Name]  

--- 

**Template 3: Apology Letter** 

[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Date]  

[Recipient's Name]  

[Recipient's Address]  

[City, State, Zip Code]  

Dear [Recipient's Name], 

I am writing to sincerely apologize for [briefly describe the situation]. 

I realize how my actions may have affected you, and I am truly sorry. 

[Explain how you plan to make amends or what you've learned.] 

I hope you can forgive me, and we can move forward together. 

Warm regards,  

[Your Name]  

--- 

**Template 4: Invitation Letter** 

[Your Name]  

[Your Address]  

[City, State, Zip Code]  



[Date]  

[Recipient's Name]  

[Recipient's Address]  

[City, State, Zip Code]  

Dear [Recipient's Name], 

I am excited to invite you to [event name] on [date] at [time] at 

[location]. It would mean a lot to have you there! 

[Briefly describe the event and any additional details.] 

Please let me know if you can make it! 

Best wishes,  

[Your Name] 


